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INTRODUCTION 
Queen Margaret College policies are designed to serve as tools for the Board and 
Management.  Their purposes are to: 

• focus energies and resources (in combination with the mission and strategies and 
operational plans) 

• enable the Board to delegate authority while still keeping control 
• provide a framework in which decisions can be made and work can be carried out 
• ensure consistency of actions, especially in difficult and stressful situations 
• define the ways in which the school wishes to work and the Board to govern. 

 
The policies will comply with: 

• The College Mission and Vision 
• The Board Strategic Plan 
• All relevant Acts and regulations of New Zealand 
• The IBO Standards and Practices 
• Relevant NZQA policies and practices 
• The Collective and Individual Contracts of the employees of Queen Margaret College 

 
The policies articulate the Board’s expectations in relation to appropriate behaviour of staff, 
students and visitors under its jurisdiction, providing a guide for Managers who carry out the 
day to day running of the school. To assure the Board that there is congruency between 
policy and implementation, each year the Board identifies some areas of the  College it 
wishes to review and Management makes presentations about these at Board meetings. In 
addition, the Board receives assurance from ERO, IBO and NZQA audits. 
There are three types of policies and procedures: 

1. Broad institutional policies- the responsibility of the Board. These are reviewed 
from time to time in accordance with the Board’s strategic cycle. 

2. Policies and procedures which are the shared responsibility of the Board and the 
Principal. These are reviewed on a three year cycle. 

3. Operational policies or procedures which are the responsibility of Management 
and are congruent with the overarching policies described in 1and 2. These are 
reviewed and published every year. 

The policies have been divided into groups to indicate their area of relevance. There is, 
however, overlap between policies and when dealing with a particular situation it may be 
necessary to refer to more than one policy. 

Policy Review Process 

Purpose 
• To ensure that all College policies are regularly reviewed within the required 

timeframes 
• To ensure that the appropriate committees of the Board and/or Management of the 

school are able to give their specialist input at an early stage so that once policies 
reach the Board most technical issues have been worked through 
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• To enable Board members and Senior Managers to contribute to policy development 
in a time efficient manner 

 
Process for Review of Board and Board and Management Policies 

 
i. In February each year the policies for review for the coming year are referred to the 

appropriate Board Committee or to the Principal/Management. 
ii. Once reviewed at this level the policies are circulated to all board members to allow them 

to preview the drafts and raise any particular issues they wish to comment on. 
iii. After this first review: 

 
a. Where no matters have been raised the policy is included in the papers for the next 

board meeting. 
b. Where issues have been raised the policy is referred back to the committee which 

undertook the review for further consideration and then sent to the next Board 
meeting. 

 
iv. Following approval by the Board, the Board Secretary passes the approved policies to the 

Principal’s PA for updating policy handbooks/Board intranet page and the website if 
appropriate. 
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INTERPRETATION 
Accreditation Document The document developed by the College and approved 

by the Ministry of Education that sets  out procedures 
that warrant the College to be an approved Education 
Provider. 

Board/BOG The Board of Governors of Queen Margaret College. 
Board Accounts Those College accounts subject to the authority of the 

Board. 
Board Chair The person for the time being who is the Chair of the 

Board. 
Code of Practice for the 
Pastoral Care of International 
Students. 

A publication of school policies for international 
education approved by the Ministry of Education. 

Collective Agreement The appropriate contracts under which some staff at 
Queen Margaret College are employed. 

College Queen Margaret College 
Education Act The Education Act 1989 and any amendment thereto. 
Employment Relations Act The Employment Relations Act 2000 and Amendments 

2001, 2004 
EOTC The Education Outside the Classroom 
HOD Head of Department 
IBO International Baccalaureate Organisation 
IB Diploma International Baccalaureate Diploma 
IBO Programme Standards 
and Practices 

Measures by which the IBO evaluates the College’s 
performance in delivering their programmes 

International Student Foreign fee paying students 

NCEA National Certificate of Educational Achievement 
NZQA New Zealand Qualifications Authority 
Policies This set of Policies and any amendments to those 

Policies which may be made from time to time. 
Principal The person who at present is the Principal of the College 

or who is acting in that position 
PA Parents Association 
OGA Old Girls Association 
School Queen Margaret College 
Senior Management The Principal, Deputy Principals, Senior Managers and 

Bursar collectively. 
Staff Employees of the Board of Governors 
Student Any person enrolled at the College during the day. 
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BOARD POLICIES 
Broad institutional policies, which are the responsibility of the Board, are reviewed from time to 
time in accordance with the Board’s strategic cycle. 

 
 
SECTION A: EDUCATION 

 
A1:  TEACHING AND LEARNING 

i. Queen Margaret College (QMC) will deliver a high-quality, holistic international 
curriculum across the four ‘schools’, which recognises individual needs, allows for 
passionate learning, provides opportunities for all students to attain maximum 
achievement levels and celebrates academic excellence. 

ii. As an independent school we value choice; therefore the College will provide a dual 
qualification pathway of the IB Diploma and NCEA. 

iii. The special Character of Queen Margaret College and the Learner Profile will underpin 
learning at all levels. 

iv. Curriculum delivery will be characterised by: the analysis of student data to inform 
teaching; rigorous assessment; the provision of learning support and learning extension; 
innovative teaching strategies that engage learners and authentic learning experiences. 

v. Specific formal and informal opportunities will be provided on a regular basis for parents 
and caregivers to discuss with individual teachers their daughter’s progress. 

vi. Students with special learning needs or abilities will be identified and support provided 
so that they realise their potential 

vii. Students will be encouraged to be involved in a wide range of extra-curricular activities 
as an integral part of their holistic education. 

 
A2: EDUCATION OUTSIDE THE CLASSROOM (EOTC) 

i. The Board recognises the value to the intellectual, social, emotional and physical 
development of students of providing curriculum based learning experiences outside the 
classroom. 

ii. All EOTC will be planned and school procedures followed so that the safety of the 
students remains paramount. 

 
A3: SAFE PHYSICAL AND EMOTIONAL ENVIRONMENT 

i. To empower each girl to realise her maximum potential, the College will focus on the 
emotional and spiritual aspects of her development taking all practical steps to ensure a 
safe and nurturing Physical and Emotional Environment. 

ii. The Board recognises that: 
• strong,  age-appropriate  pastoral  support  for  students   underpins teaching and 

learning 
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• effective communication processes between parents, students and school are 
essential to ensure a student’s well-being. 

 
A4: ENROLMENT 

i. The Board expects the Principal to deal directly with parents where appropriate and in 
general all students are interviewed and parents are met. 

ii. The following factors are considered in making the final decision: 
• academic ability 
• student’s involvement and potential involvement in extra-curriculum activities 
• family 
• association with the College 
• active church involvement of the family 
• personal factors 

iii. The decisions on admission are made by the Principal. 
iv. The College will, where possible and appropriate, accept children with special needs but 

reserves the right to review its ability to continue to meet the needs of an enrolled student 
with special needs. 

 
A5:  INTERNATIONAL STUDENTS 

i. The school values the contribution international students make to the learning 
community. 

ii. The school will abide by the conditions laid down in the Code of Practice for the Pastoral 
Care of International Students. 

 
A6: COMPLAINTS 
At Queen Margaret College complaints are taken seriously. It is important that the school 
responds to complaints in a fair and consistent manner and in accordance with the relevant 
employment agreements and legislation. 
Guidelines 

i. The school policy of openness is available to allow concerns to be expressed at any time. 
ii. A written record of a complaint is required. 

iii. Complaints of a serious nature should be directed to the Principal. 
iv. Other parties are informed at the Principal’s discretion and appropriate action taken at 

that point as required. 
v. In cases of complaint against the Principal which remains unresolved in the first instance, 

a formal written complaint must be made to the Board Chairperson. 
vi. Complainants are informed by the Principal or Board Chairperson of the outcomes of the 

complaint. 
vii. Where appropriate outside mediation may be sought. 

viii. In dealing with any complaint the school will act in accordance with its obligations under 
relevant employment agreements and will act as a good employer. 
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A7: PRIVACY 
In carrying out its duties and responsibilities the Board shall comply with the provisions of the 
Privacy Act 1993 (‘the Act’). 
The purpose of this policy is to promote and protect individual privacy with regard to: 

• The collection and security of information relating to individuals. 

• The use and disclosure of information relating to individuals. 

• Access by each individual to information relating to that individual held by the school. 
 
Guidelines 
1. A Privacy Officer, whose responsibility it will be to ensure the Board and Staff adhere to the 

principles contained in the Act in carrying out their respective duties and such 
responsibilities, will be appointed by the Principal on an annual basis. Such appointment will 
be advised to the Board, Staff and Students. The current Privacy Officer is the College 
Bursar. 

2. Student and Staff files are kept in a secure location. 
3. After students and staff have left the College, their file is kept for seven years. 
4. Information from their files is available at their request. 

 
 
 
SECTION B: SCHOOL CULTURE 

 
B1: SPECIAL CHARACTER AND TRADITIONS 
Special Character is the mark of difference for the school, its heart. Queen Margaret College will 
seek to embody the values of its special character and honour its history in ways that are 
appropriate in a world that is rich in spiritual and cultural diversity. The implications of Special 
Character need to be continually assessed and implemented in concrete ways in the life of the 
school. 

 
B2: UNIFORM 

i. Queen Margaret College students have a proud tradition of wearing a school uniform.  It 
is in this way that every girl can identify with the rules and values of the school of the 
College. 

ii. The uniform is determined by the Board and covers day-to-day College clothing, physical 
education and sports gear, including uniforms for teams representing Queen Margaret 
College. 

iii. Any changes to the school uniform must be agreed to by the Board and suitable provision 
made for the introduction of such change in order to minimize cost to parents 

iv. It is the expectation that students wear correct uniform and are well-groomed at school 
and in public so that their appearance reflects positively on themselves and the College. 
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SECTION C: STAFF 
 
C1: STAFF APPOINTMENTS 

i. The Board is committed to employing the best person suited to the position. 
ii. All applicants are to be considered according to their skills, qualifications, abilities and 

aptitudes, without regard to any irrelevant conditions. 
iii. The Board will abide by “good employment principles” when making an appointment 

according to relevant legislation and the current collective agreements covering staff at 
the school 

 
C2: EQUAL EMPLOYMENT OPPORTUNITY 

i.   The Board is committed to the equality of employment opportunities and will ensure  that 
all personnel activities are conducted in a manner whereby all people are treated fairly 
and have equal prospects for appointment, job satisfaction and success. 

 
C3: DISCRETIONARY LEAVE OF ABSENCE 

i. Leave will be granted subject to the conditions set out in the  relevant employment 
contract(s) and the procedural criteria. 

 
C4 ABUSE AND HARRASMENT 

i. Verbal and physical abuse of others is forbidden. 
ii. The school is committed to ensuring that all staff and students are able to work and learn 

in an environment free from harassment. 
 
C5:  STAFF DISCIPLINE 

i. Disciplinary procedures should be carried out with regard to the relevant employment 
agreement. 

ii. Where the Principal determines disciplinary procedures are warranted the Principal shall 
promptly advise the Board Chairman. 

 
C6:  PERFORMANCE REVIEW 

i. The Board requires the performance of all staff, including the Principal, to be subject to 
annual review. The process will ensure ongoing improvement to performance in order to 
provide the best possible opportunity for student success. 

ii. At least once every three years, the Principal’s appraisal will be conducted by an external 
appraiser, mutually acceptable to the Principal and the Board. 
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SECTION D: BUILDINGS AND RESOURCES 

D1: PROPERTY MANAGEMENT 

Purpose 
i. To provide a high quality and leading edge educational environment. 

ii. To comply with legislation concerning Occupational Health and Safety and with the 
Health and Safety Code. 

iii. To facilitate appropriate long term maintenance of all property, plant and equipment. 
iv. To ensure ongoing preventative maintenance is provided for. 

 
Guidelines 

i. A long term building development plan for the College is devised. 
ii. A long term maintenance plan is established and updated annually. 

iii. The annual budget provides an allocation for the ongoing maintenance to existing plant, 
equipment and property. 

iv. The school will comply with all requirements for Health and Safety including, where 
appropriate, local body regulations. 

 
D2: HEALTH AND SAFETY 

i. The College will adhere to the fundamental principles in the Health and Safety 
Employment Act 1993 and other applicable legislation. 

ii. A Health and Safety Officer will be appointed and will chair the three-monthly meetings 
of the Health and Safety Committee, the minutes of which will be sent to the Principal. 

iii. Employees will be provided with health and safety information. 
iv. Employees will be advised of hazards in their work and how to avoid or deal with these 

hazards. 
v. Employees will be provided with information on the safe storage and handling of 

chemicals. 
vi. An accident register will be maintained detailing accidents to both staff and students. 

vii. All injuries occurring in the workplace will be recorded and investigated. 
viii. An effective emergency evacuation procedure to cope with all likely emergencies will be 

provided. 
ix. Regular inspections to identify potential health hazards will be carried out and all 

reasonable steps to remove or reduce them will be taken. 
x. Sufficient training in the use of equipment or machinery will be provided. 

xi. The Principal will report to the Board on any accident involving serious injury which 
occurs in the College or during an off-site school activity. 

xii. Training in First Aid will be provided by the College to ensure adequate coverage across 
the school. 
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xiii. Queen Margaret College requires each of its employees to take all practical steps to 
ensure their own safety and health while at work and the safety of their students, and to 
refrain from any act of commission or omission from doing anything that causes harm to 
any other person. 

 
 
D3: STAFF USE OF SCHOOL PROPERTY 
Staff may wish to make use of school property or facilities for either personal use or to increase 
skills, complete work off site, or for other related school purposes. 
Guidelines 

i. Prior permission must be sought from the Principal and the appropriate documentation 
completed. 

ii. Staff must adhere to all specific user agreements for equipment or facilities. 
iii. All conditions of the school’s contents insurance must be met. 
iv. Where appropriate the user’s own insurers should be contacted to safeguard equipment. 
v. The dates and times when the facility/equipment is used and returned are recorded with 

the Bursar or Property Manager, as appropriate. 
vi. Staff using facilities/equipment must accept full responsibility for safety, repair and 

insurance against theft, loss or damage. 
 
 
SECTION E: FINANCE 

 
E1: FINANCIAL PROCESSES 
The Board of Governors is required to allocate funds to achieve the College’s strategic goals and 
priorities and to monitor and control College expenditure. 

 
Guidelines 

i. The Principal and Bursar will each year prepare a budget based on the strategic goals of 
the College and present the budget to the Finance Committee for the final approval by the 
Board of Governors. 

ii. The Board will establish clear guidelines, including delegations and accountabilities, for 
the efficient management of each section of the budget. 

iii. Appropriate financial management procedures and practices are followed in line with the 
NZ International Financial Reporting Standards. 

iv. Monthly statements of Financial Performance and Financial Position of the College will 
be circulated to Board members and adopted at the following Board meeting. 

v. A set of audited Financial Accounts will be presented to the Annual Meeting of Members 
of College which is held prior to 30 April each year. 

vi. The Board will meet the requirements of the school’s auditors as a minimum standard of 
financial control and reporting. 

vii. The College Auditor for the subsequent year will be appointed at the Annual Meeting. 
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E2: INSURANCE 
i. The school will keep in place current insurance as required to ensure insurable risks are 

covered in accordance with common practice. 
 
E3: DELEGATIONS 

i. The Board will establish a Schedule of Delegations. 
 
E4: FUNDRAISING 

i. Fundraising may be undertaken by the school, students or other members of the school 
community to support school community activities. 

ii. All sponsorship and fundraising proposals will be aligned to the schools values and goals. 
iii. Approval for school-based fundraising is delegated to the Principal, except in the case of 

“major” fund raising activities. 
iv. To ensure that all fundraising activities undertaken in the name of the College are 

appropriately controlled all such activities must be conducted within the  school’s 
financial and management protocols and with regard to the strategic fundraising 
undertaken through the Queen Margaret College Foundation Trust 2005. 

v. Any student involved in fundraising within the community during school time must be in 
school uniform and carry the appropriate authorisation. 

vi. Sponsorship is considered to be fundraising and must have the approval of the Board. 
vii. In general the use and position of logos, names etc should not overshadow the Queen 

Margaret College brand. 
viii. Care will be taken where the sponsorship involves direct association with the students 

(e.g. provision of branded clothing). 
ix. Sponsorship of sports teams must meet the requirements of the Local School Sports 

Organisation By-Laws (if applicable). 
x. Management of all funds raised must meet general school procedures on financial 

management and accounting. 
 
E5: SCHOOL FEES 
Purpose 
To ensure that Queen Margaret College receives all monies that are owed to it for provision of 
tuition and other services and that all fee-payers are treated equally. 

 
Guidelines 

i. Under the Terms and Conditions of Acceptance, fees are billed prior to the 
commencement of each Term and are due by the first day of term, with other amounts 
owing due within 14 days of invoice. 

ii. In practice the College accepts payment by the 20th of the month following invoice. In 
addition the College allows payment by monthly instalment with the proviso that all fees 
and charges are met in full by the end of each academic year (December). 

iii. In the event that the term’s fees and charges are not met as outlined in the Terms and 
Conditions of Acceptance at Queen Margaret College, or there is a lapse in an instalment 
regime resulting in a debt equivalent to two term’s fees, the debt will be referred to the 
College’s solicitors to commence debt recovery. The College will require the withdrawal 
of the pupil concerned until all outstanding amounts are recovered. 

iv. The following steps apply to recovery of overdue accounts: 
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v. All statements for accounts unpaid by the due date (20th of the month following invoice) 
will have a reminder sticker attached. 

vi. Accounts unpaid at the 20th of the second month will receive a letter from the College 
requesting immediate attention to the debt. 

vii. The debt will be referred to the Finance Committee to confirm the proposed course of 
action. 

viii. If the account remains unpaid at the fourth statement, the parents will be advised that the 
pupil cannot attend the College from the end of the current term, until all arrears are 
settled. 
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BOARD AND MANAGEMENT POLICIES 
 
Policies and procedures which are the shared responsibility of the Board and the Principal, are 
reviewed on a three year cycle. 

SECTION A: EDUCATION- Teaching and Learning 

A1: REPORTING ON STUDENT PROGRESS 
i. Parents and caregivers will have access to their student’s details of progress at school. 

ii. Formal reporting, in written form, on a student’s progress will be provided. 
iii. Specific formal and informal opportunities will be provided on a regular basis for parents 

or caregivers to discuss with individual teachers their student’s progress. 
iv. All information relating to students is subject to the Privacy Act provisions. 

 
A2: EDUCATION OUTSIDE THE CLASSROOM (EOTC) 
Guidelines for undertaking an EOTC activity: 

i. For all trips teachers and staff are to be aware of the policy, must follow best practice 
completing relevant documentation, Safety Action Plans (SAPs), and adhere to the EOTC 
Procedure Document. Where appropriate, registered EOTC providers are to be used. 

ii. Programmes are to be sequential, incorporating the needs of all children, skills and 
experience of the staff, financial resources, incorporating Best Practice for Health and 
Safety. 

iii. Activities will be well balanced between learning needs and appropriate challenges 
providing a safe physical and emotional environment for all students. 

iv. Students must accept responsibility for self and others, formalised in a signed code of 
conduct. 

v. For all EOTC activities, a Safety Officer who is overall in charge must be identified. 
vi. The Board of Governors will sanction all high risk activities. 

vii. Any notable incident will be reported fully to the Board of Governors. 
viii. For overseas trips: 

• By the first day of Term 4 details of any proposed overseas trip for the following year 
must be submitted to the Principal for approval. 

• All trips will be discussed by Senior Management and approval, in principle, given by 
the Education Sub-Committee of the Board of Governors if appropriate. 

• A trip fund should be established with finance – no other school account can be used 
to make payments. 

• Only in exceptional circumstances will trips be approved that involve traveling during 
school times. 

• Completed SAPs to be approved for high risk EOTC activities must be submitted to 
the Principal and Board Chairman at least one week prior to departure for national 
events and three weeks prior to departure for international trips. 

 
A3: ACCESS TO STUDENTS 
Generally parents (and adults recognised as the student’s caregiver) should be allowed access to 
students during College time. 

i. All requests for access to students must be made through the College office. 
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ii. If the request is made by a parent or recognised caregiver, the student is to be sent for and 
asked to come to the College office. The student is to be informed that a request for 
contact has been made prior to the meeting. Should any difficulty arise, a member of the 
Senior Management team is to be alerted. 

iii. If a request is made by a person who is not a parent or recognised caregiver of the 
student, then a Senior Manager must be contacted and discretion exercised. 

iv. Unless it is an emergency the College cannot facilitate telephone contact as a matter of 
course, but messages from parents should normally be passed on to students. 

 
A4: COMMUNICATION 

i. Initial contact by parents should be made by ringing or emailing the school office either 
to make an appointment or to communicate to another staff member. 

ii. The College has a policy of giving a personal response to the caller within the course of 
the day. 

iii. If the parent or caregiver wishes to speak to someone about a student’s general wellbeing 
or progress, contact should be with the Dean of the Level. 

iv. If the communication is regarding a subject, the first point of contact should be the 
teacher or Head of Department of that subject area. 

v. If the communication is for the purpose of conveying a complaint, the Complaints Policy 
should be followed. 

 
A5: CUSTODY AND ACCESS 

i. The College’s primary responsibility is to provide a safe physical and emotional 
environment for students. 

ii. Generally both parents are legal guardians irrespective of who has custody. The rights of 
guardians are co-equal and co-existent. Subject to clause 3 (below) both parents will be 
accorded the same consideration by the College. 

iii. The College will decline access to a student by a parent whom the College is aware: 
a. If the subject of a Court Order that restricts access by that parent to the student to 

times outside of school hours or prohibits access completely. 
b. If the subject of a Protection Order whereby the parent is not allowed to contact the 

student. 
c. If a senior student who does not wish access or contact to occur. That request should 

normally be respected. 
iv. The College will endeavour to ensure that both parents (not just the custodial parent), if 

they so request, are kept informed about a student’s progress and about activities and 
opportunities which arise within the College context. This expectation  applies  even if 
one parent has custody and the other does not. 

v. The provision of information about a student is subject to the need to preserve the 
student’s privacy in terms of the Privacy Act 1993. 

vi. If a student requests that information not be given to a parent then, depending on the type 
of information being requested, the College will have to take that view into account. 
However, irrespective of the student’s view, a parent’s request to access the student’s 
school report for example, will normally be permitted because the information contained 
in the school report is collected and compiled for the purpose of reporting progress  to 
both student and parent. 
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vii. With respect to other caregivers, such as step-parents and parent’s partners for example, 
the provision of access and information needs to be assessed by the College taking into 
account the reality of the situation, the access to student policy and the wishes  and 
welfare of the student. 

 
A6: POLICE ACCESS 
Contact with the College by the Police should be through the College office. 

i. A student’s contact details are held by the College and are confidential. Normally no 
contact information will be released to the Police without the Student’s or Parent’s 
permission. 

ii. As far as possible, the Police will be encouraged to conduct interviews outside school 
hours. 

iii. If the Police wish to interview a student who is under the age of 17 years, then the parents 
or acknowledged caregivers should be contacted and permission sought. 

iv. The College should ensure an adult, selected by the student, attends the interview if 
parents or acknowledged caregivers are not present. If the student refuses or fails to 
nominate someone then an adult nominated by the College must attend. The adult’s role 
is to support the student. 

v. If the Police wish to interview a student 17 years of age or over, the student must be 
asked if they wish their parents or acknowledged caregiver to be contacted or given the 
opportunity for a nominated adult to be present to support them. 

 
A7: ADMINISTERING MEDICATION 
From time to time College staff may be required to administer medication to students. The 
College should only be requested to administer medication during normal school hours when it is 
either not possible or impracticable for a parent or caregiver to do so. 
Guidelines 

i. The first dose of any prescription medication must NOT be administered at the College. 
ii. Regular administration of prescription medication by the College is at the College’s 

discretion. 
iii. All requests for administration of a prescription medication by the College should be on 

the appropriate parent request form and addressed to the Principal. This must detail 
dosage, purpose and times to be given. 

iv. Where approval is given: 
a. The medication must be kept in a locked or other appropriate place in the Health 

Centre. 
b. The exact dosage of medication must be provided by the parent/caregiver to the 

College. 
c. The Principal will delegate the administering of medication by the College to the 

College Nurse. If the Nurse is absent, the relief Nurse or the Deputy Principal 
Pastoral will administer the medication. 

d. For Pre-school- Year 6 students, the administration of any prescription medication 
can only be carried out by the College Nurse (unless a specific protocol has been 
agreed in respect of the individual student*). 
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e. For Y7- 13 students, it is the expectation that if the student is self-administering 
prescription medication that the parent/caregiver has informed the College Nurse 
prior to this happening. 

f. No student may self-administer a “restricted medication” without the knowledge 
of the College Nurse. 

g. The College accepts that it may be appropriate for a student to self-administer 
certain medications (e.g. insulin) where that occurs regularly and the student is 
fully capable of doing so. However, this requires specific approval  of  the 
College. 

For the purpose of this Policy, “restricted medications” mean those: 
• administered by injection (including epi-pens); or 
• drugs intended to affect psychological function; and 
• other medications that are not regularly used and well known in the community, such 

as simple analgesics or common antibiotics. 
 
A8: INTERNET 
The use of the internet must support education and research that is consistent with the learning 
outcomes of the curriculum or other business and administration needs of the College. 

 
Guidelines 

i. Transmission of any inappropriate material or material that is  illegal  under  New 
Zealand law is forbidden. This includes email content. Any material that is offensive or 
defamatory is prohibited and may result in the withdrawal of email access or disciplinary 
action. 

ii. Email using the college address is to be used primarily for school business only. Any 
mail which is not must meet the standards/terms outlined in this policy. 

iii. All electronic communications must comply with the Privacy Act. 
iv. Login names and passwords should not be given or used by another person. 
v. Material downloaded for assignments should be referenced and authorship 

acknowledged. 
vi. Copyright law must not be breached in any way. 

vii. Staff and students using the College’s internet services shall not knowingly connect with 
websites containing sexually explicit, racist or violent or other offensive material. If they 
discover they have inadvertently connected to a web site that contains sexually explicit, 
racist, violent or other offensive material they must immediately disconnect from that site 
and report the incident to the Principal. 

viii. Email and internet usage is monitored on a regular basis. 
ix. Staff and students should not expect to obtain any right to privacy in respect of their use 

of the College’s internet systems. 
x. Staff and students must follow the guidelines for appropriate internet use as set out in the 

Acceptable Use Agreements for staff and students. 
 
A9: EMERGENCY EVACUATION & EMERGENCY 
Guidelines 

i. An efficient drill will be organised and regularly practised for the whole school to be 
vacated from the school buildings. 
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ii. In the event of a disaster or fire the school bell will ring continuously to warn everyone to 
vacate the buildings. 

iii. Teachers, with attendance registers will lead classes to a designated assembly point using 
sign-posted egress. A roll must be taken once at the assembly point. 

iv. Those with designated responsibility will check specific building areas, closing fire stop 
doors after them, as they leave the building, before they themselves go to assembly areas 
for calling the class roll. 

v. In the event of an earthquake, students and teachers will seek refuge under desks and 
away from windows until given instructions to evacuate by wardens or if there is a risk of 
fire or structural danger. 

vi. Any absence must be reported immediately to the Principal and whereabouts, if known, 
listed for checking. 

vii. All visitors to the school must sign in at the school office. On evacuation visitors must be 
checked off this list. Any person in the school having disabilities will also  have that 
noted. 

viii. In the event of disaster where transport is disrupted, the school must keep all students at 
the College. 

ix. Detailed information about procedures is published online and in the Staff Handbook. 
 
A10: SUDDEN DEATH AND TRAUMATIC EVENTS 

i. The school will manage any sudden death or traumatic incident in a comprehensive and 
sensitive manner. 

 
A11:  STUDENT SUBSTANCE ABUSE AND SMOKING 
Controlled Drugs 
1. No person shall, while under the jurisdiction of the College: 

1.1. be under the influence of; 
1.2. have in their possession; 
1.3. use; 
1.4. sell or supply; 
1.5. purchase or receive; 
any controlled drug as that term is defined in Section 2 of the Misuse of Drugs Act 1975 or 
any amendment thereto, or conspire to do any of (a) to (e) as listed above. 

2. Breach of this policy may render the offender liable to stand-down, suspension, exclusion 
and/or expulsion. 

3. For the purposes of this policy, the things which a person has in their possession include 
anything subject to their control which is in the custody of another. 

 
Substance Abuse 
1. No person shall, while under the jurisdiction of the College: 

3.1. be under the influence of; 
3.2. have in their possession; 
3.3. use; 
otherwise than for the purpose intended by the manufacturer, any substance or thing which 
when inhaled, imbibed, or taken in any other way has the effect or is capable of having the 
effect of modifying the taker’s behaviour or to conspire to do any of (a) to (c) above. 
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2. For the purposes of this policy, the things which a person has in their possession include 
anything subject to their control which is in the custody of another. 

 
Alcohol 
1. No person (including students aged 18 and over) shall, while under the jurisdiction of the 

College: 
1.1. be under the influence of; 
1.2. have in their possession; 
1.3. use; 
1.4. purchase or receive; 
1.5. sell or supply; 
any alcoholic beverage, or conspire to do any of (a) to (e) listed above. 

2. No student (including those students aged 18 years and over) shall while under the 
jurisdiction of the College or in school uniform, enter any licensed premises unless under the 
direct supervision of an appropriate member of the staff or under parental supervision. 

Tobacco 
1. No person shall, while under the jurisdiction of the College: 

1.1. have in their possession; 
1.2. use; 
tobacco or conspire to do either 4.1-4.2 as listed above. 

2. For the purpose of this policy the things which a person has in their possession include 
anything subject to their control which is in the custody of another. 

 
Breach of the policy, Students Substance Abuse and Smoking 

• This may render the offender liable to stand-down, suspension, exclusion and/or 
expulsion. 

• In reaching any decision to stand down, suspend, or expel any pupil, the College will 
follow a lawful, fair and reasonable process which broadly follows government 
regulations applying to State schools. 

• The admission of any student to Queen Margaret College, and any stand down, 
suspension or expulsion remain exclusively at the discretion of the Queen Margaret 
College Board and its delegates. 

• Such powers are exercised on a case by case basis in accordance with the written 
contractual conditions agreed between Queen Margaret College and the parents/guardians 
as each student enters Queen Margaret College. 

 
A12: SEARCH AND SEIZURE IN RESPECT OF A STUDENT 

i. The school will protect the education needs, welfare and security of a student 
ii. Search and seizure may be carried out to recover stolen property, to detect illegal 

substances or weapons or to uncover any matter reasonably believed to be a threat to the 
maintenance of an orderly educational environment in accordance with the law. 

 
Guidelines 

i. School lockers and school desks are school property and may be searched by the school 
without requiring the consent of the student. The school will respect the privacy of the 
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student’s property and will not conduct searches of student’s property randomly without 
there being a reasonable suspicion. 

ii. The property of a student may be searched if there are reasonable grounds for suspecting 
that a student is in possession of anything, the possession of which is illegal, or could be 
harmful to herself or to others. 

 
Management of Searches (Personal Property) 
iii. All searches will be carried out in a reasonable manner with due respect for a student’s 

dignity. 
iv. The Principal or a Head of School will authorise and initiate searches. 
v. There is to be at least one witness to search. 

vi. Any material found which is illegal or could be harmful to the student or others, or which 
is connected with the reason for the search (or any other matter of reasonable concern) 
may be retained by the Principal. Such property may be passed on to the Police. 

vii. If possible, pupils should be present when property (e.g. bag) is searched. 
viii. If possible, pupils should be told when property (e.g. bag) is being searched. 

ix. In terms of search of pockets the student can be asked to remove items themselves. 
x. When necessary the relevant parents will be informed of the facts of any search. 

xi. MOE Guidelines for Search and Seizure are to be followed 
 
A13: ACCESS TO STUDENTS 

i. The provision of information about a student is subject to  the  need  to  preserve the 
student’s privacy in terms of the Privacy Act 1993. 

 
A14: ATTENDANCE AND TRUANCY 

i. All students are expected to attend school during normal school hours. 
ii. Permission for leave is granted by the Principal. 

 
A15: SEXUAL ABUSE IN SCHOOL 

i. Sexual abuse is any unwanted sexual experience imposed on a person that is traumatic 
and/or invasive. Sexual abuse takes many forms including sexual intercourse, oral sex, 
masturbation, fondling or exposure. 

ii. Every allegation of sexual abuse in the College will be reported to the Police. 
iii. Procedure 

a. The Principal shall be immediately informed, and in consultation with the Chair of the 
Board of Governors, shall inform the appropriate authority and contact the 
parents/caregivers of the student/s involved. In the absence of the Principal or in  the 
event that the allegation is against the Principal, one of the Deputy Principals is to be 
informed. 

b. As soon as practicable the person against whom the allegation has been made will be 
advised of the allegation by the Principal or Chairman of the Board in order that legal 
representation can be obtained. The person against whom the allegation has been made 
should be advised to keep his/her own written record of events for use as evidence should 
a charge be laid at a later date. 

c. It is imperative that the confidentiality be maintained for all parties during and after the 
investigation. 
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A16: NUTRITION 
i. Good nutrition is important for our health and students need education so that they can 

acquire healthy eating habits. 
ii. The school tuck-shop should enforce this policy by providing healthy food. 

iii. Good nutrition should be taught in the College’s Health Programme. 
 
A17: PERSONAL ASSAULT 
At Queen Margaret College the physical and emotional safety of staff, students or visitors is 
paramount and acts of violence, aggression, offensive and threatening behaviour will not be 
tolerated. 

 
Definition 
“Assault” for the purposes of this policy is an act which is an offence against the person in 
accordance with Criminal Code definitions in New Zealand. To be assaulted a victim does not 
necessarily have to be physically touched by the offender, but there must be the intention or the 
ability for the offender to cause the victim harm. 

 
Guidelines 

i. The Principal must be informed as soon as possible of any physical assault and a written 
report provided of the incident. 

ii. The perpetrators of assault may be reported to the Police and prosecution by the Police 
will be supported by the College, should the victim so desire. 

iii. A teacher should not touch a student. However sometimes, for the safety of a student and 
others, it is the duty of a teacher to restrain a student physically. 

The use of Physical Restraint 
iv. Physical restraint would be lawful only in specific situations, for instance when a student 

is: 
• Threatening the safety of another student, staff member or any other person 
• Causing injury to herself 

 
Unreasonable Restraint 

v. Only the Courts can decide, retrospectively, if the restraint used was reasonable. The 
following action would almost always be considered unreasonable: 
• Striking the student 
• Exerting excessive pressure on any part of the body 
• Causing actual injury to a student 
• Squeezing a student’s neck or windpipe 
• Pulling hair, sitting on, or shaking a student 

 
Lawful Restraint 
vi. Any  restraint  used  on  a  student  should  be  reasonable  and  appropriate. This could 

include: 
• Holding a student without injury until she calms down 
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• Holding a student’s hands or arms around the shoulders to control dangerous 
movements 

• Holding arms or legs to prevent hitting or kicking 
• Preventing a student leaving a room when that would expose the student to danger 

vii. When a teacher has decided to intervene physically in order to prevent injury to a person 
or damage to property, she/he should: 
• Without threatening; give clear instructions 
• Warn the student of the consequences of failing to obey 
• If possible, summon another teacher 
• Use minimum force for the minimum time needed to restrain the student 
• Keep talking to the student “If you stop kicking I will release my hold” 
• Avoid any act of punitive violence 
• Keep her/his temper under control 
• As soon as possible report the incident to the Principal 

 
A18: ENROLMENT OF STUDENTS WITH SPECIAL NEEDS 
The College recognises the need, where possible and appropriate, to accept children with special 
needs. The enrolment process is: 

i. Discussion with the parents and Principal will take place prior to the student visiting the 
College. 

ii. Children will undergo appropriate enrolment procedures, including assessment and pre- 
testing if appropriate, as do all other applicants. 

iii. Children with special needs are sometimes eligible for Government assistance  for 
Teacher Aide hours which may not be sufficient. The Board, after consultation with the 
Principal, may require the parents of such children to meet the additional costs of Teacher 
Aide hours outside the allocation from Special Education Services or meet the financial 
needs if Government funding is withdrawn. 

iv. This policy is subject to review dependent upon Government Policy for Special Needs 
Students. 

v. If a pre-existing condition affecting learning has not been signalled to the College before 
the student’s entry, the College may require the parents to support their daughter by 
providing teacher aide or other assistance or may result in the place being withdrawn. 

vi. The Board reserves the right to review the College’s ability to continue to meet the needs 
of an enrolled student with special needs. 

 
A19: THEFT 

i. Students and staff of the College are expected to show respect for the property of others. 
Theft, as that term is defined in S.220 of the Crimes Act 1961 will not be condoned and is 
considered gross/serious misconduct. 

ii. Students who steal from others or from the College may be liable to stand-down, 
suspension, exclusion and/or expulsion. 

iii. Where appropriate, the Principal will report theft by students or staff to the Police. 
iv. In the case of theft as a servant, the matter will be reported to the Police. 
v. Staff found to have stolen will be liable to dismissal. 

22  



A20: TRAUMATIC INCIDENTS 
To assist the community of Queen Margaret College with a crisis involving death or severe 
injury to any of its members, or other crisis, in the most appropriate manner, procedures have 
been established and published the Traumatic Incident Handbook. 
Guidelines 

i. Action to be taken will be decided by the Principal and the Board Chair. 
ii. The line of communication or action, as set out in the Traumatic Incident Handbook, will 

be followed. This is to ensure that people are informed of the crisis in an appropriate 
manner and at an appropriate time. It will also enable a coordinated approach to any 
possible media interest. 

iii. A telephone tree will operate in a crisis situation to inform all staff as outlined in the 
Traumatic Incident Handbook. 

iv. Appropriate support will be offered to all members of the College community as needed. 
Cognizance will be taken of cultural and spiritual needs. 

v. The Board of Governors must be informed of the traumatic incident as soon as possible. 
 
A21: BULLYING AND HARASSMENT 
The College is committed to a safe and civil educational environment for all students free from 
harassment, intimidation or bullying. 

 
Purpose 
To ensure that all students are aware of what constitutes bullying and are empowered to respond 
appropriately. 

 
Definitions 
Bullying is an action which has the intention or effect of interfering with a student’s educational 
and school development. 

 
Bullying can take a number of forms: 

- Physical violence 
- Bullying of students with special needs, racist or homophobic bullying 
- Emotional and/or verbal including name calling, exclusion threats and coercion 
- Damage to property 
- Cyber-bullying (including mobile phone and internet) 
- Harassment (i.e. making someone fear for their own or their family’s safety) 

 
The identifying features of bullying behaviour: 

- It is deliberate, hurtful behaviour 
- It is often repeated over a period of time 
- It is often difficult for those being bullied to defend themselves 
- It is difficult for those who bully to learn new social behaviours 
- The bully has, and exercises, power over the victim 
- Cyber-bullying can be disseminated very quickly to a wider audience 

 
Guidelines 

i. The Board has a ‘zero tolerance’ of bullying. 
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ii. Bullying and harassment will be treated by staff as serious breaches of acceptable 
behavioral standards. 

iii. The College will raise and maintain awareness of what constitutes bullying and 
appropriate response by using the following to disseminate information: 
• Staff and student handbooks 
• Assemblies 
• Staff Professional Development 
• Form times 
• Parent meetings 

iv. All areas of the school will teach and model appropriate behaviors and the 
strategies/skills involved in conflict-resolution, positive assertiveness and intolerance of 
inappropriate aggressions. 

v. A “telling environment” will be encouraged by educating students, parents and staff on 
the necessity of telling the appropriate people. 

vi. A variety of approaches to bullying will be used. These may include holistic approaches 
such as restorative justice as well as sanctions such as detentions or suspensions. 

vii. Every reported incident of bullying will be investigated sympathetically, viewed as 
potentially serious and where confirmed reported to the Dean or Deputy Principal. 

viii. The regular monitoring of classrooms and the playground during breaks is a vital task of 
the teacher-on-duty who needs to be proactive in ensuring that playground behavior is 
appropriate. 

ix. Appropriate action will be taken to assist any student found to be deliberately bullying 
another student to change this behavior. 

x. Parents/Caregivers of victims and offenders are to be informed. 
xi. If issues of safety are a concern there will be an immediate response. 

xii. Where circumstance warrants it the police will be informed. 
 
A22: STUDENTS WITH SPECIAL ABILITIES OR SPECIAL NEEDS 

i. Data is used to identify students with special abilities. 
ii. Goal-setting and mentoring and a range of extension and enhancement programmes 

(LEAP) will be used to realise those students’ potential. 
 
A23: STUDENTS WITH SPECIAL NEEDS 

i. Data is used to identify students with special needs. 
ii. Both withdrawal and in-class programmes will be used to realise those  students’ 

potential. 
iii. Parents and staff will be involved in the development of individual education plans 

(IEP’s). 
iv. Records will be kept of the progress and achievement of identified students and progress 

reported to parents. 
 
A24: SEXUAL HARASSMENT 
As part of its Health and Safety requirements the Board operates an environment which is free, 
as far as possible, from sexual harassment. 
Guidelines 

i. Sexual Harassment occurs: 
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• where a person in authority tries to use that position to take sexual advantage of a person 
with implied or overt promises of future preferential treatment. 

• in sex-related jokes or abuse. 
• in unwanted, deliberate physical contact. 
• in offensive gestures, remarks, visual or written material. 

ii. If a person feels they are being sexually harassed they should make it clear  to the 
offender verbally or in writing that such behaviour is offensive and unacceptable. 

iii. If a person being sexually harassed feels unable to confront the offender they should seek 
contact with another person for advice and support. 

iv. Confidentiality will be maintained by all those involved. 
v. Where the Principal is the alleged offender the matter will be referred directly to the 

Board of Governors. 
 
Making a Complaint about Sexual Harassment 

i. Complainant tells offender that his/her actions are offensive and asks him/her to stop. 
ii. Complainant speaks to the offender in the company of a third person (e.g. contact person) 

and advises that a formal complaint may be made if the behaviour does not stop. 
iii. Contact persons are: Head of School, Heads of Departments or Deans or a person of the 

complainant’s choice, but from within the school community or a legal representative. 
iv. If the actions continue, the complainant writes to the offender describing the actions 

found offensive, stating the action taken in the matter so far and advising that the 
Principal and the Board will be notified. 

 
A25: SUSPENSION OF STUDENTS 
Rationale 
From time to time it may be necessary to suspend a student from school if that student’s 
behaviour is deemed to present a danger to herself, other students or staff, or if that behaviour 
constitutes gross misconduct or repeatedly unacceptable behaviour as determined by Queen 
Margaret College. 

 
Guidelines 

i. Before considering any suspension or exclusion, the school will take all reasonable steps 
to modify a student’s unacceptable behaviour. 

ii. A database of student behaviour patterns will be kept including actions taken and advice 
and counselling provided. 

iii. Advice and guidance is to be available to all students. 
iv. The best interests of Queen Margaret College, its staff and other students are considered 

before final decisions are made. 
v. MoE guidelines should be followed. 

 
 
 
 
 
Suspension Power of the Principal 
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i. The Principal has the power to immediately suspend any student from attendance at the 
College without referral to the Board for any period of up to 10 school days in any school 
year, with or without conditions. 

ii. Upon such action being taken, the Principal is to arrange for: 
a) prompt notification to the Chair of the Board, or in his/her absence, the 

Deputy/Acting Chair of the Board. 
b) formal written notification to parents; and 
c) convening of a meeting of a Board Disciplinary Committee, if required by any party, 

to further consider extending the suspension in accordance with Clauses 1-3 below, 
and providing an opportunity for the student, her parents, and any representative to 
attend a meeting where their views can be expressed and duly considered before final 
decisions are made. 

 
Suspension and Exclusion: Power of Board & Disciplinary Committee 
1. A Board Disciplinary Committee comprising of at least two members of the Board has 

delegated power from the full Board to suspend any student for an indefinite period, and to 
exclude any student from the College, with or without conditions. 

2. After considering a recommendation from the Principal, and providing the opportunity for 
the student, her parents, and any representative to be heard if requested, the Board or its 
committee may suspend or exclude any student accordingly. 

3. Any suspension which in total will exceed 10 school days in any year, requires approval of 
the full Board or its Disciplinary Committee. 

 
Notification to the Ministry of Education 
4. In all cases of suspension or exclusion, formal written notification to parents and the 

Secretary of Education (with reasons for the action taken) in accordance with Part II and 
35AA Education Act 1989 is to be arranged by the Principal. 

 
A26: STUDENT SUPERVISION 
Caution should be exercised where student contact is concerned so it is necessary that adults, 
(other than teaching staff) who work with students in an official capacity with a clearly defined 
purpose have clear guidelines about their role and behaviour 

 
Guidelines 

i. All adults (non-teachers) working with students in an official capacity are police vetted. 
ii. All adults (non-teachers) working with students on EOTC activities must receive and sign 

off a written briefing about all relevant safety and risk matters from the teacher in charge 
before commencing any supervision responsibilities. 

iii. All adults (non-teachers) working with students in an extra-curricular activity are briefed 
about their roles and their responsibilities with regards to the supervision of students as 
articulated in these guidelines. 

iv. Adults act as important role models for students. Actions deemed inappropriate include 
the use of bad language and the drinking of alcohol. 

v. In general alcohol is not permitted except with the express permission of the Principal. 
vi. Adults involved in coaching or helping in outdoor pursuits should use careful judgment 

with regards to physical contact. 
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vii. Adults should be professional and cautious in situations where they are alone with a 
student and avoid transporting a student on their own. 

viii. When a student is way on a school trip or camp, the student is under the authority of the 
College. If a parent of that student is also on the trip/camp, College authority takes 
precedence. 

ix. Our College is committed to a smoke-free policy so students should not be exposed to the 
smoking of others while on school trips and camps. 

SECTION B: SCHOOL CULTURE 

B1: SPECIAL CHARACTER 
Purpose 
To ensure that the operation of the school is faithful to its Special Character as expressed in the 
mission statement: 
Within an inclusive Christian environment, we light the flame of learning: through a holistic 
education our girls become confident, principled women who make a difference in the modern 
world. 

 
Guidelines 

i. Fostering special character focuses on: 
a. The history and traditions of the school since its founding in 1919. 
b. Queen Margaret College as a church school of the Presbyterian Church of Aotearoa 

New Zealand. 
c. Developing a broad understanding of the spiritual dimension of life as identified in the 

Strategic Plan 2007 – emphasising social responsibility, empathy, inclusive love, 
respect for people and the environment, compassionate justice and integrity of 
character. 

ii. The Special Character of the school will be expressed in key aspects of school life: 
a. Chaplain’s weekly services - encouraging the expression of Christian faith in 

traditional and contemporary forms, making connections between faith and everyday 
life in the school. 

b. Principal’s weekly assemblies and special assemblies - Founders’ Day, Queen 
Margaret Day, Prefect Commissioning, Prize-giving etc keep the history, traditions, 
and values of the college living, embodied, and expressed in its contemporary life. 

c. Church services held during the year - emphasis to be placed on connecting these 
services to the school life and curriculum and enabling girls to be involved in planning 
and leadership. Opportunities to link with appropriate local church activities. 

d. The House System - enabling girls to be part of a smaller community within the wider 
community and encouraging relationships of care, cooperation and friendship among 
girls of different age levels and abilities through shared activities and identity. 

e. Involvement of the Old Girls in the life of the school - strengthening the sense of 
history and providing role models who are “confident, principled women who make a 
difference in the modern world.” Implemented through Old Girls Mentors Breakfast 
and having Old Girls address Assemblies and special events. 

f. In the relationship with Scots College as brother school of Queen Margaret College. 
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iii. Curriculum Policy 
a. The school will adopt or adapt an appropriate curriculum for religious education from 

pre-school to senior school levels. 
• The focus to be on teaching about the Christian faith and life, and also teaching 

about other religious and spiritual paths. 
• It will be a programme including an introduction to the scholarly study of 

theology and religion as well as to spiritual formation. 
b. Religious education to be linked to other aspect of the curriculum e.g. citizenship, 

community service projects, global education, International Baccalaureate service 
component, and values education contained in the school diary will be referred to in 
classes and school life throughout each week. 

iv. Professional Leadership 
a. All Queen Margaret College staff are committed to upholding and implementing the 

Special Character of the school (while having their belief respected). 
b. Chaplains, Religious Educators and Counsellors are academically and professionally 

trained in the area of their responsibility and connected to appropriate professional 
bodies for the purposes of accountability and continuing education. 

c. Chaplains and Counsellors will receive professional supervision paid for by the school. 
d. The Chaplain is to be recognised by Wellington Presbytery, to have an ongoing 

relationship with Wellington, and be able through the Presbytery to exercise a 
sacramental, teaching and pastoral ministry. * 

v. Religious and Spiritual Diversity 
a. Queen Margaret College is a church school of the Presbyterian Church of Aotearoa 

New Zealand. 
b. The College has a primary commitment to working within the broad Christian tradition 

and it advocates respect and value for other faith traditions and for people who do not 
choose to associate with a religious tradition. 

c. The College will comply with the Human Rights Act 1993 (which allows an exemption 
for discrimination on the basis of religious or ethical belief in the appointment of a 
Chaplain or Religious Educator). 

 
* Clause 4(d) does not apply to the current incumbent but will apply to future appointees. 
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SECTION C: STAFF 
 

C1: PROFESSIONAL DEVELOPMENT 
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Purpose 
To provide ongoing, proactive and coordinated professional development that improves the 
quality of teaching and learning at Queen Margaret College and supports the strategic direction 
of the school. 

 
Guidelines 

Professional Development is linked to: 
i. Annual school-wide strategic goals 

ii. Staff appraisal needs/requirements 
iii. A Professional Development plan is published at the start of the year. 
iv. Resources (i.e. professional reading) are to be held in the staff workroom, available to all 

staff and updated as appropriate. 
v. Application for Professional Development for individual teachers is made to Principal on 

provided forms. 
vi. A record of Professional Development is recorded electronically. 

vii. A whole school Professional Development Programme is provided for teaching staff. 
viii. An evaluation report is required. 

ix. A Staff Teaching Scholarship of up to $5,000 will be awarded annually. This will either 
be awarded to one teacher or split between two or more teachers. The aim of the 
scholarship is to advance the strategic dictation of the College by improving teaching and 
learning. Applications are lodged with the Principal at the start of Term Four and 
announced at Senior Prize Giving. 

 
 
 
C2: DISCRETIONARY LEAVE OF ABSENCE 
From time to time staff members may request leave from school either for reasons contained in 
their employment agreement or for reasons other than those covered. 
Guidelines 

i. In making decisions the Principal will consider the following: 
• The reason for the application. 
• The frequency of requests from that staff member. 
• The effect of granting a request on the running of the school. 
• The appropriateness of the length of leave. 

ii. In considering an application the Principal will look at all relevant issues and give 
emphasis to the overall interests of Queen Margaret College. 

iii. In responding negatively to a request for leave, the Principal will provide a reason for 
denial. 

iv. No staff member is entitled to discretionary leave as a right. 
v. All applications must be submitted in writing to the Principal. 

vi. Staff should consult the relevant employment agreement prior to submitting an 
application. 

vii. Leave with or without pay will be at the discretion of the Principal having due 
consideration to relevant employment agreements. 
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C3: PERFORMANCE MANAGEMENT – STAFF APPRAISAL 
The purpose of staff appraisal is 

• To clarify the roles and responsibilities of all staff. 
• To assist staff in identifying strengths, needs and potential in order to plan for on-going 

professional development. 
• To support staff in further developing their professional skills. 
• To facilitate better student learning by improving the quality of teaching practice. 
• To ensure that staff performance better achieves the educational purpose and general 

goals of the College. 
• To allow the development of co-operative planning in the school. 

 
Guidelines 

i. There is an annual appraisal cycle. 
ii. At the start of the year, all staff are issued with the relevant documentation. 
iii. HODs are appraised by Heads of School. 

 
C4: PROVISIONALLY REGISTERED TEACHERS 
Guidelines 

i. The College will provide additional non-contact time for provisionally registered teachers. 
ii. There will be a professional development programme for all provisionally  registered 

teachers. 
iii. There will be an appraisal system to meet the needs of provisionally registered teachers. 
iv. All provisionally registered teachers will be observed teaching by the Principal and at least 

twice a term by designated staff throughout the two year period. 
 
C5: STAFF DISCIPLINE: SERIOUS MISCONDUCT 
Those involved on behalf of the College will act in a fair and reasonable manner as a good 
employer when dealing with issues of discipline. 
Due consideration shall be given to the relevant positions of any collective or individual 
employment agreement or contract in any disciplinary matters. In the event of any inconsistency 
between this policy and the applicable agreement/contract, the latter shall apply. 

 
Guidelines 

i. Reasonable efforts will be made to resolve issues at as early a stage as possible. 
ii. No disciplinary action shall be taken unless the employee has had a reasonable 

opportunity to respond to the Board’s concerns/allegations and a reasonable opportunity 
to take independent advice. 

iii. A staff member facing alleged breaches of discipline or competence will be advised that 
he or she may have a representative or support person present during the disciplinary 
process. 

iv. An oral warning may be subsequently recorded in writing for the purposes of maintaining 
a record. Whether a warning is given orally or in writing will depend on the particular 
circumstances. All written warnings will be placed on the staff member’s file. The staff 
member is entitled to have access to their personal file at any reasonable time. 
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v. If the circumstances require, the Principal may consult with the Board Chairperson or 
other nominated representatives of the Board before making a decision to take 
disciplinary action against any staff member. 

vi. In dealing with disciplinary matters in respect of staff, all appropriate steps as detailed in 
any relevant employment agreement or contract will be followed and conducted in 
accordance with the good faith provisions of the Employment Relations Act 2000 and 
established rules of procedural fairness. 

 

SECTION D: BUILDINGS AND RESOURCES 

D1: SMOKEFREE 
The Smoke Free Environment Act seeks to prevent, so far as is reasonably practicable, the 
detrimental effects of smoking in the health of any person who does not smoke or who does not 
wish to smoke inside the workplace 
Guidelines 

i. The school site including the staffroom, workroom and other staff facilities, school 
grounds and buildings are to be smoke-free environments. 

ii. No smoking by staff or by visitors is permitted in any classroom, foyer or school offices, 
grounds or buildings. 

iii. Any person can complain to the Board if they believe that there has been a contravention 
of the Act. 

iv. The Board will follow procedures to deal with any complaint as set out in the Act. 
 
D2: COPYRIGHT 
The school is to comply with the Copyright Act 1994 with respect to the use of musical scores, 
videos, books, films and other materials protected by copyright. 
as they Guidelines 

i. All staff, including non-teaching staff, are to be informed of the Sections of the Copyright 
Act as they apply to educational institutions and of the conditions of  any copyright 
licence that the school subscribes to. 

ii. The school will take out such licences as it sees fit and will comply with the conditions 
described in these licences. 

iii. Individual staff members will be personally liable for any breaches of the Copyright Act 
1994. 

iv. Beside all photocopiers and on all video recording devices, general provisions of the Act 
will be displayed relate to educational institutions. 

 
D3: STAFF INDUCTION 
It is important that all new staff are provided with the necessary information to allow them to 
become part of the school community. 

 
 
Guidelines 

i. Systems will be in place to support all newly appointed staff. 
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ii. Provisionally registered teachers will be provided with appropriate programmes of 
support. 

iii. All new staff will be made aware of the Board of Governor’s Strategic Plan, school 
organisation documents and school policies. 

iv. A Senior Manager will have as staff induction as a responsibility 
v. All new staff will be provided with a staff handbook. 

vi. All staff will be given a job description and performance management information. 
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OPERATIONAL POLICIES OR PROCEDURES 
 
These are the responsibility of Management and are congruent with the overarching policies 
described in 1and 2. They are located in school documents published in hard or digital copy for 
students, staff, parents and the wider College community. These are reviewed and published 
annually. 
Relevant school documents include but are not limited to the following: 

 
Staff 

Staff Handbook 

Job Descriptions 

Student Handbooks 

School Logbooks 

Curriculum 
Assessment Handbook for NCEA 

Assessment Handbook for IB Diploma 

Department Management Documents 
* Art * PE & Health 

* Commerce * Performing Arts 

* English * Science 

* Languages * Social Sciences 
* Mathematics * Technology 

Junior School Management Document 

Junior School Curriculum Guide 

Library Management Handbook 

Pre-School Management Document 

Out of School Programmes Management Document 

EOTC forms 

Student Course Outlines 

International Student Pastoral Code of Practice 

Policies 
Internet User policies 

Pre-School Policies and Management Document 

IB Policies and Procedures 
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DP Policies and Procedures 

MYP Policies and Procedures 

PYP Policies and Procedures 

Employment Agreements 

Marketing 
Marketing material 

Prospectus 

Information posted on school website and intranet 

Health and Safety 

Accident Register 

Health and Safety Minutes 

Traumatic Incident Documentation 
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APPENDIX 
 
International Baccalaureate Continuum Policies 

 
Mission Statement: Within an inclusive Christian environment, we light the flame of learning; 
through a holistic education our girls become confident, principled women who make a 
difference in the modern world. 

 
The Queen Margaret College (QMC) Mission and Vision, the IBO Standards and Practices, the 
IB Learner Profile and the New Zealand Curriculum underpin our policies. 

 
Other relevant College documents: 
The Curriculum Overview (Years 7- 13) 
Assessment Procedures for the IB Diploma 
Assessment calendar for the Year 13 IB Diploma 
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Queen Margaret College Language Policy 
 
“Learning a new language extends students’ linguistic and cultural understanding and their 
ability to interact appropriately with other speakers. Interaction in a new language, whether face 
to face or technologically facilitated, introduces them to new ways of thinking about, 
questioning, and interpreting the world and their place in it. Through such interaction, students 
acquire knowledge, skills, and attitudes that equip them for living in a world of diverse peoples, 
languages, and cultures. As they move between, and respond to, different languages and different 
cultural practices, they are challenged to consider their own identities and assumptions.” 
(The New Zealand Curriculum) 

 
Philosophy 

• Language is central to learning and all teachers are, in practice, responsible for 
supporting language and literacy learning. 

• Mother tongue learning is essential to the identity of a student. Students for whom 
English is a learned language will be encouraged to maintain their first languages. 

• Second language learning promotes an understanding of cultural diversity and inter- 
cultural understanding, distilled in the concept of international-mindedness, a central 
concept in College-wide curriculum planning. 

 
Guidelines 

• English is the language of instruction for all students with the exception of international 
students who cannot learn in English without difficulty so additional support is provided. 
English is offered as Language A and as ‘ESOL’ or Language B where appropriate. 

• All teachers receive training in how to cater in their subjects for students who need 
additional language support, and for whom English is not their first language. 

• Second language learning (Language B) begins at Year 2 with the teaching of French. A 
second language is compulsory up until the end of the Middle Years Programme and for 
those students undertaking the IB Diploma Programme. NCEA students are encouraged 
to take a second language. The Curriculum Overview document shows the scope and 
sequence of second language learning from Years 7-13. 

• Te Reo Maori, an official language of New Zealand, is supported by its delivery through 
the Correspondence School for Years 7-13 and also included in the Primary Years 
Programme (Preschool- Year 6). 

• Admissions and PAT testing identify students requiring learning support and learning 
extension. 

• IEP (Individual Education Plans) are developed by the respective coordinators for 
students who require either support or extension, and in accordance with the school’s 
assessment policy, considerations for these students are provided in formative and 
summative assessment. 

• Reporting on second languages reflects the curriculum phases of language acquisition. 
• The College library is well-resourced to support mother tongue and second language 

offerings. 
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Principles to Practice 
 

IB Diploma (Years 12-13), NCEA (Years 11-13) 
 

1) Despite many nationalities being represented at QMC, all students other than the 
‘international’ students have good English skills. All subjects in the IBD, except for 
Languages A & B, are conducted in English. 

2) Access to the International Baccalaureate programmes is available to all students 
regardless of their mother tongue, and a suitable programme of study will be provided to 
enable students to reach their potential. 

3) All IBD students will be required to learn at least one language in addition to their mother 
tongue, and are encouraged to take a second language if they are candidates for NCEA 
(the national curriculum). This is facilitated by the Course Outline Booklet and the school 
timetable. 

4) IBD students who are doing a Language A in a language other than English (Chinese, 
Japanese, Korean or any other language as the need arises) can do their Extended Essay 
also in their mother tongue and/or their TOK essay in Chinese if this suits their mother 
tongue. 

5) Incorporated into the mainstream Language A English course are works translated from 
the mother tongues of our students who are not doing Language A English, thereby 
celebrating the literature of all of our IBD students. 

6) A bi-lingual Diploma programme is available to students with high proficiency in two 
languages. 

7) A student’s interest and knowledge of Te Reo Maori can be incorporated into their CAS 
programme, as the IBO is unable to support Maori as a second language due to 
insufficient numbers. 

8) Students are guided in their choice of Language B to follow the course that is most suited 
to their needs which will provide them with an appropriate academic challenge. 

 

MYP (Years 7-10) 
 

1) All subjects in the MYP, except for Language Acquisition, are conducted in English. 
 

2) All MYP students are required to learn at least one language in addition to their mother 
tongue, and at Year 9 and 10 are encouraged to take a second language. Our students 
come from a diversity of ethnic backgrounds, and while they are usually born in New 
Zealand and competent in English, each student’s individual language profile is 
considered in order to best support their learning of both their mother tongue and an 
additional language. 
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3) Planning of student language profiles is important and involves all parties, namely 
parents, students and teachers. The importance of learning languages is conveyed to 
parents through both parent meetings and the curriculum handbook. Student’s language 
profiles are discussed at parent/teacher interviews. Students and parents are also 
encouraged to be a part of the language clubs. 

 
4) For the small number of students that do have English as a second language, or are not 

proficient in the language of instruction, an IEP in both their mother tongue and Learning 
Support is developed. In addition to this each of their subject teachers are required to 
acknowledge how they are supporting these students within their subject area. 

 
5) We review our languages offered regularly and where possible accommodate students 

who have a desire to study, or have studied, a language that the school does not offer 
through correspondence and additional tutors. 

 
6) All administrators, teachers, librarians and other school staff receive training in how to 

cater in their subjects for students for whom English is not their first language. These 
students and their individual needs are identified and this information is conveyed to staff 
at the beginning of each schooling year. The student’s progress is tracked across the year 
to ensure their needs are being met. 

 

PYP (Preschool- Year 6) 
 

1) French Instruction 
Acquisition of more than one language enriches personal growth and helps facilitate 
international understanding. French is taught from Years 2 to 6. The Programme is 
taught using the AIM (Accelerative Integrative Methodology) which encourages rapid 
language development in a second language using an immersion approach. 

 
2) Language Profile 

• When students enter QMC, they may be assessed by either the Learning Support 
Coordinator (English) or the French teacher to establish their language 
background. 

• Students are tested at age 6 using the New Zealand 6 year net which assesses 
early literacy development. 

• The Learning Support teacher works with classroom teachers to design 
programmes to meet the needs of students causing concern which may involve 
one to one instruction. 

• The ESL Coordinator provides support for students for whom English is a Second 
Language (ESL). 
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• The Gifted and Talented Coordinator (LEAP) and classroom teacher provides 
support for gifted and talented students and additional opportunities are provided. 

• An Individual Educational Program (IEP) or support program may be developed 
by the LS Coordinator to ensure a coordinated approach to the language needs of 
the student. 

3) The focus of language is its application across the subject areas and throughout the 
transdisciplinary program of inquiry. The programme of inquiry provides an authentic 
context for learners to develop and use language. Wherever possible, language is taught 
through the relevant, authentic context of the units of inquiry. 

4) The Primary Years Programme Language Scope and Sequence documents and the NZ 
National Standards in English identify the key expectations considered essential in 
language learning. 
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Queen Margaret College Assessment Policy 
 
 
Philosophy 
Assessment is the gathering and analysis of information about student performance and is 
designed to inform practice. It identifies what students know, understand and can do at different 
stages of the learning process.  Assessment, teaching, and learning are inextricably linked, as 
each informs the others. Assessment data is a tool to inform the evaluation and subsequent 
modification of teaching and learning strategies for the benefit of the student. Students and 
teachers are both actively involved in assessing the students’ progress as part of the development 
of their wider critical-thinking and self- assessment skills. 

 
Assessment serves three purposes: 
1. Diagnostic: Teachers draw on evidence to determine effective teaching practices that will 

enable them to work with diverse groups of students. Awareness of the students that they will be 
working with and their prior knowledge is vital when they first meet students. 
2. Formative: Student achievement information is gathered to monitor progress towards 
planned goals and outcomes. This is used to feed back to students on their progress and learning. 
A key component of learning-how-to-learn is on making the student a better judge of their own 
performance and then helping her develop strategies to improve (metacognition). It is also used 
to inform teachers for their own planning and practice. 
3. Summative Assessment: Assessment which is summative provides a snap shot of a student 
at a particular place and time in relation to a pre-determined outcome. This can evaluate students 
relative to each other or can judge their capacity relative to a standard (standards based 
assessment). Students are aware of what the criteria are in advance and will likely have practised 
in advance and seen exemplars. 

 
Guidelines 

• Information about students gathered through assessment should be reported back 
formally to students and parents. This reporting will be regular, individual and detailed 
and is intended to support future learning. 

• The constructivist approach of inquiry-based learning is acknowledged as best practice in 
which students have ownership of their learning with the process assessed as well as the 
product. 

• Teachers use a range of tools to assess student learning including: rubrics, self- 
assessment charts, oral presentations, conferencing etc. 

Principles to Practice 
 

IB Diploma (Years 12-13), NCEA (Years 11-13) 
• Handbooks of procedures specific to both the IB Diploma and NCEA are available to 

staff, students and parents. This will be updated annually. 
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• All external examinations will be held under the conditions required by the examining 
authority (the IBO or NZQA). 

 

MYP (Years 7-10) 
• In Year 10 all students complete the Community Project 

 
PYP (Preschool- Year 6) 

• In the final year of the PYP, students participate in a culminating project, the PYP 
Exhibition. This requires that each student demonstrates engagement with the five 
elements of the programmes: knowledge, concepts, skills, attitudes and action. 

• Further information about assessment in the PYP, refer to the Junior School Management 
Document. 
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Queen Margaret College Inclusion Policy 
 
Philosophy 
Inclusion is a process by which schools and others develop their cultures, policies and practices 
to include all students. Inclusion is explicit in the Board Education (A1) policy: ‘Students with 
special learning needs or abilities will be identified and support provided so they realise their 
potential’. Each student is unique and the essence of our school is that each student will be 
treated as such. We recognize the wide spectrum of needs and abilities along a continuum, 
including students with learning disabilities as well as the gifted and talented. This policy of 
inclusion requires the removal of barriers to access and engagement. 

 
Guidelines 

• Students with special educational needs are hampered by emotional or physical needs or 
language barriers. However, they have the intellectual capacity to meet all curriculum and 
assessment requirements but require special arrangements to attain this level. Support 
programmes will be available to all students with special educational needs. These could 
include: 
 Learning Support coaching and mentoring 
 Individual Education Programmes (IEPs) 
 ESOL provision 
 Learning extension 
 Pastoral support 

• Students with specific assessment needs require special assessment conditions to 
demonstrate their level of attainment. 

• Students with special abilities in academic, sporting or cultural areas are mentored and 
are able to access resources that extend their capabilities. 

• There is a range of activities and resources in each subject that differentiates between 
learners. 

• Students will be given advice and support in selecting their courses of study and 
qualification pathways to ensure they are appropriate to their intentions, futures and 
academic abilities. 
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Queen Margaret College Academic Honesty Policy 
 
Philosophy 
Queen Margaret College is committed to academic honesty and will ensure that all students, 
teachers and parents are aware of what this means both in principle and in practice. Academic 
Honesty must be seen as a set of values that promote personal integrity and good practice in 
teaching and learning and assessment. We seeks to produce learners who are principled, that is 
they act with integrity and honesty, with a strong sense of fairness, justice and respect for 
themselves and others. They take responsibility for their own actions and the consequences that 
accompany them. The Learner Profile provides a touchstone for Academic Honesty. 

 
Guidelines 

• We expect that all students enrolled in the school will submit work that is authentic. 
Authentic work is based on the students’ individual and original ideas with the ideas and 
work of others fully acknowledged through referencing. 

• Other people’s creations are their intellectual property and cannot be copied without 
permission – this includes art and music, discoveries and inventions, trademarks and 
slogans and even some words and phrases. 

• Appropriate forms of referencing and the situations where it is to be used are taught to all 
students, and must be used in assessments, whether formative of summative 

• Rigorous protocols are practised for all summative assessment, whether internal or 
external such as the safe-keeping of examination materials, and the prompt dispatch of 
such materials when the examinations are completed. 

• Teachers are expected to work with students to develop understandings about the implicit 
values of academic honesty. 

• Academic Honesty is included in the Code of Behaviour, and is signed off by Years 4 to 
13 students each year in their logbooks. 

Principles to Practice 
 
IB Diploma (Years 12-13), NCEA (Years 11-13) 

 
• Parents and students sign an overall authentication document covering every piece of 

assessed work in our national system – NCEA and in the IB Diploma, and a cover sheet 
attesting to academic honesty for all IB Diploma work. 

• For all internal and external examinations, either summative or formative, students are 
provided with a venue, room layout and supervision for the purpose of eliminating 
cheating, copying or using cell phones. 

• Examination rooms used for summative assessments are set up carefully, with 
experienced supervisors who check for extraneous material being brought in, take in cell 
phones and check student identity. 

• The procedures for keeping examination papers safe before an examination are rigorous 
to ensure security. 
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