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Section B. 
Meeting Schedules
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2008, 2011, 2014 
	
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov

	Strategic Goals

(annual)
	Strategic Plan
	Participation in and contribution to Community
	Academic Excellence
	Recognise and take responsibility (identity/respect/

diversity)
	
	Participation in and contribution to Community
	Academic Excellence
	Recognise and take responsibility (identity/respect/

diversity)
	
	

	Governance

Policy  (triennial)
	
	
	Personnel & Employment
	
	
	
	Asset & Financial Management
	
	
	

	Operational Procedure
	Personnel

(NAG3)
	
	
	
	Health & Safety (NAG5)
	
	
	
	Legal Responsibilities (NAG6)
	

	Curriculum

(biennual)
	Learning Support last year
	Analysis of variance
Learning Support Plan
	English
	Science
	
	
	Social Sciences
	
	Technology/

ICT


	

	Other
	Principals performance appraisal
	Annual Finances
	
	
	Property Plan
	Principals performance appraisal
	
	
	Budget


	Property plan

Principals performance appraisal 


2009, 2012, 2015
	
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov

	Strategic Goals

(annual)
	Strategic Plan
	Participation in and contribution to Community
	Academic Excellence
	Recognise and take responsibility (identity/respect/

diversity)
	
	Participation in and contribution to Community
	Academic Excellence
	Recognise and take responsibility (identity/respect/

diversity)
	
	

	Governance

Policy  (triennial)
	
	
	School Administration & Management
	
	
	
	
	
	
	

	Operational Procedure
	Personnel

(NAG3)
	
	
	
	Health & Safety (NAG5)
	Financial planning & conditions (NAG4)
	
	
	Legal Responsibilities (NAG6)
	

	Curriculum

(biennial)
	Learning Support last year
	Analysis of variance
Learning Support Plan
	
	Languages
	Maths
	The Arts
	
	
	Physical Ed & Health
	

	Other
	Principals performance appraisal
	Annual Finances
	
	
	Property Plan
	Principals Performance Appraisal
	
	
	Budget


	Property plan

Principals performance appraisal


2010, 2013, 2016
	
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov

	Strategic Goals

(annual)
	Strategic Plan
	Participation in and contribution to Community
	Academic Excellence
	Recognise and take responsibility (identity/respect/

diversity)
	
	Participation in and contribution to Community
	Academic Excellence
	Recognise and take responsibility (identity/respect/

diversity)
	
	

	Governance

Policy  (triennial)
	
	
	Student Achievement
	
	
	
	Health & Safety
	
	
	

	Operational Procedure
	Personnel

(NAG3)
	
	
	
	Health & Safety (NAG5)
	
	
	
	Legal Responsibilities (NAG6)
	

	Curriculum

(biennial)
	Learning Support last year
	Analysis of variance
Learning Support Plan
	
	Languages
	Maths
	The Arts
	
	
	Physical Ed & Health
	

	Other
	Principals performance appraisal
	Annual Finances
	
	
	Property Plan
	Principals performance appraisal
	
	
	Budget
	Property Plan

Principals performance appraisal


Section C. 
Governance




(return to Contents Page)
The Board is entrusted to work on behalf of the stakeholders. It emphasises strategic 

leadership rather than administrative detail and it ensures that it complies with legal 

and policy requirements. The board keeps the school mission 

“to inspire and challenge emerging adolescents to achieve by enhancing their academic, social, cultural and physical development in a supportive and secure environment”, 

as its focus.
C1. Board Roles and Responsibilities

The Board of Trustees key areas of contribution are: 
representation, leadership and community assurance

	Accountability Measure
	Standard

	1) Set strategic directions and  long-term plans and monitor the board’s progress against them
	a) Board  meets strategic goals

	2) Monitor financial management of the school and approve the budget
	b) Satisfactory performance of school against budget


	3) Monitor and evaluate student achievement
	c) Reports from principal on progress against Annual Plan - highlight risk/success
d) Meet targets in Annual Plan, implement Curriculum Policy and satisfactory performance of Curriculum Education Priorities


	4) Effective risk management
	e) Attend board meetings having read board papers and reports and ready to discuss them
f) Board meetings have a quorum
g)  Remain briefed on internal/external risk environments and take action where necessary 
h) Identify 'trouble spots' in statements of audit and take action if necessary

	5) Ensure the board is compliant with its legal requirements
	i) New members have read and understood: Board induction pack; & requirements of board members
j) New and continuing members have kept aware of any changes in legal and reporting requirements for the organisation. Board has sought legal advice when necessary
k) Accurate minutes of all board meetings, approved by board and signed by Chair 
l) Individual staff/student matters are always discussed in Public Excluded Session

	6) Attend board meetings and take an active role as a trustee
	m) Attendance at 80% meetings (min.)
n) No unexplained absences at board meetings (More than 3 such absences result in immediate step down) Refer Education Act 1989
o) Board papers read prior to attending board meetings
p) Designated tasks completed within timeframe

	7) Approve major policies and programme initiatives
	q) Approved and recorded in minutes 

	8) Approve and monitor the Personnel and Employment Policy. Act as good employers.
	r) Become and remain familiar with employment conditions of organisation, staff contract and Award arrangements

	9) Appoint, appraise and nuture the Principal.
	s) Principal’s Performance Management System in place & implemented

	10) Deal with disputes and conflicts referred to the board.
	t) Successful resolution of any disputes and conflicts referred

	11) Represent the school in a positive manner.
	u) Code of Behaviour adhered to

	12) Oversee, enhance the school asset and resource base.
	v) Property /resources meet the needs of the student achievement goals

	13) Transfer governance to any newly elected board.
	w) New trustees provided with Governance manual 

x) New trustees fully briefed and able to participate following attendance at an orientation programme


C2. Trustee Code of Behaviour and Responsibility

(return to Contents Page)
The board is committed to ethical conduct in all areas of its responsibilities and 

authority. Trustees shall: 

· Maintain and understand the values and goals of the school 

· Ensure the needs of all students and their achievement is paramount 

· Be loyal to the school and its mission 

· Publicly represent the school in a positive manner 

· Respect the integrity of the principal and staff 

· Observe the confidentiality of non-public information acquired in their roles as trustees and not disclose to any other persons such information that might be harmful to the school 

· Be diligent and attend board meetings prepared for full and appropriate participation in decision making 

· Ensure that individual trustees do not act independently of the board’s decisions 

· Speak with one voice through its adopted policies and procedures, ensuring that any disagreements with the board’s stance are resolved within the board 

· Avoid any conflicts of interest with respect to their fiduciary responsibility 

· Recognise the lack of authority in any individual trustee or subgroup of the board in any interaction with the principal or staff 

· Recognise that only the chairperson can speak for the board 

· Continually self-monitor their individual performance as trustees against policies and against any other current board evaluation tools 

· Be available to undertake appropriate training 
I have read and understand this Code of Behaviour, and agree to follow and abide it to the best of my ability. 

Signature: _________________________ 

Trustee name: _________________________ 

Date: _________________________ 

C3. Chairpersons Role
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The chairperson is the leader of the board and carries overall responsibility for the integrity of the board’s processes. The role involves the following responsibilities:

	Accountability Measure
	Standard

	1) Oversee general performance of the board
	a) Board performs against its forms of accountability and strategic goals

	2) Ensure information about the financial performance of the organisation flows to the board
	b) Board remains well-informed about financial performance of organisation

	3) Establish and maintain systems for information flows to the board
	c) Board receives information on time and has time to comment and have input
d) Board has adequate opportunities to have input and make decisions
e) Chair ensures accurate minutes are kept, approved by board and signed by Chair

	4) Attend and chair board meetings
	f) Attendance at all meetings (unless chairing responsibility delegated) 
g) Meeting procedures as outlined in the Standing Orders and Local Government Official Information and Meetings Act 1987 are observed except where the board has suspended them. Information on meeting procedures is found in section F2 below.

	5) Make recommendations to board about prudent management of board matters
	h) Recommendations made as necessary

	6) Establish and maintain an ongoing working relationship with the Principal
	i) Regular meetings are held in addition to ongoing liaison

	7) Deal with disputes and conflicts referred to the Chair
	j) As required by the board's Policy and Procedures

	8) Act as Protected Disclosure Officer [see STA Link 2001/01]
	k) Requirement met

	9) Ensure the Principal’s Performance Agreement and Appraisal are completed on an annual basis
	l) Report of Principal’s Performance Appraisal tabled at the board according to appraisal process


C4. Board Review of Governance 
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Trustees 

Annually each trustee will evaluate their own contribution to the board and their individual effectiveness in discussion with the Chairperson.  The basis of this review shall be the Governance Policies [in particular the Roles & Responsibilities standards and the Trustee Code of Behaviour and Responsibility]. 

Chairperson 

The board Chair will evaluate his/her effectiveness and performance in discussion with individual trustees and the Principal [in particular the Role of the Chairperson and standards] 

Board 

Annually the Chairperson will co-ordinate a review of the effectiveness of the Board of Trustees.  A report will be provided to the Board on the outcomes, including a training plan for the board as a whole. The review will be based on the Strategic Plan and Policy Framework. 

The annual Board Review of Governance will include a review of Board Policy and Procedure.
Section D. 
Operations
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D1. Student Achievement 

Delivery of the curriculum shall foster student achievement. Therefore the Principal may not fail to: 

· Ensure opportunities for success in all areas of the New Zealand curriculum 

· Give priority to literacy and numeracy.

· Report on progress and achievement of students 

· Identify students at risk of not achieving and implement teaching and learning strategies to address needs 

· Consult with our school’s Maori community about the policies/plans for improving the achievement of Maori students

D2. Health & Safety  

Students and staff shall have a safe physical and emotional learning and teaching environment. Therefore, the Principal shall not fail to: 

· take reasonable steps to protect students and staff from unsafe or unhealthy conditions. 

· provide a smoke free environment 

· ensure a risk analysis management system (RAMS) is carried out where and when appropriate. 

· consult with the community regarding the health programme being delivered to students. 

· provide privacy of personal documentation held at school. 

D3. Personnel and Employment

The Board delegates responsibility to the Principal on all matters relating to the management of staff in the expectation that they will be managed in a sound, fair, and respectful manner in accordance with the current terms of employment documents. Therefore, the Principal may not fail to: 

· Ensure that employees are not discriminated against on other than clearly job-related criteria, individual performance or qualifications 

· Ensure all employees their rights to personal dignity, safety and access to an approved and fair internal grievance process 

· Ensure that all required staff are registered or have a current Limited Authority to Teach 

· Provide for all staff a contract, either individual or collective 

· Carry out annual performance appraisal 

· Meet current employment legislation 

· Take reasonable steps to protect staff from unsafe or unhealthy working conditions 

· Provide Protective Disclosure protection 


Roles and Responsibility of the Principal 

The Principal shall not cause or allow any practice, activity or decision that is unethical, unlawful, and imprudent or which violates the Board’s charter or expressed values or commonly held professional ethic. 

Delegations to the Principal 

· Meet the requirements of the current job description 

· Meet the requirements of the Principal’s Professional Standards 

· Act as the education leader of the school 

· Develop the internal culture 

· Manage the school effectively on a day-to-day basis within the law and in line with board policies 

· Implement the (annual) operational plans and give priority to the school’s annual targets 

· Ensuring that the visions, strategies, goals and directions set by the School Charter are implemented 

· Use resources efficiently 

· Put good employer policies into effect 

· Oversee teacher appraisals and staff professional development 

· Hire, deploy and terminate relieving and support staff positions 

· Preserve assets (financial and property) 

· Communicate with the community on operational matters 

· Keep the Board informed of information important to their role 

· Report to the board on the compliance with their policies 

· Organise operations within the boundaries of prudence and ethics established in board policies and procedures

· Act as Protected Disclosures Officer [see STA Link 2001/01] 

· Appoint, on behalf of the board, the Privacy Officer and EEO Officer 
D3a: The Manning Intermediate School Board of Trustees delegates the following specific responsibilities and authorities to the Principal, and in the principal’s absence, the deputy or acting principal.

Financial:The principal is authorised to place orders for goods and services within the limits set by the approved school budget.

Personnel

(a) The principal is authorised to

· Appoint day to day relief staff, and to make fixed term appointments of less that one year’s duration

· Approve leave of absence within the terms and conditions of the relevant staff members Employment Agreement

· Approve discretionary leave of up to 2 days duration on no more than one occasion per year for each staff member

School property

(b) The principal is authorised to

· Allow community groups, organisations and individuals to make use of the school hall and other facilities for hire or for no charge at his/her discretion, provided such use does not interfere unreasonably with the work of the school.

· Allow members of the staff and Board to have reasonable use of school equipment for private use, including use away from the school premises, provided the user accepts responsibility for the equipment, and that the loan does not interfere with the normal operation of the school

· Allow members of the public use school equipment, including use away from the school premises, either for hire or at no cost at the principal’s discretion, provided the user accepts responsibility for the equipment, and that the loan does not interfere with the normal operation of the school

Only decisions made by the Board acting as a Board are binding on the Principal. Decisions or instructions of individual Board members, portfolio holders or committees are not binding on the Principal except in rare circumstances when the Board has specifically authorised it. 

The relationship is one of trust and support. Both parties work to ensure ‘no surprises’. 

The Principal is not restricted from using the expert knowledge of individual Board members acting as volunteers.


Reporting to the Board 

The Principal reports to the board as a whole and keeps it informed of the true and accurate position of the outcomes of programmes and services; financial position; and all matters having real or potential legal considerations for our school. Thus the Board is supported in its strategic decision-making and risk management. Therefore, the Principal may not fail to: 

· Inform the Board of significant trends, implications of Board decisions, issues arising from policy matters or changes in the basic assumptions upon which the Board’s strategic goals are based 

· Submit the monitoring data required in a timely, accurate and understandable fashion 

· Report and explain financial variance of 10% against budget 

· Present information in a suitable form – not too complex or lengthy 

· Inform the Board when, for any reason, there is non-compliance of a board policy 

· Recommend changes in Board policies when the need for them becomes known 

· Limit public statements about the official position of the Board on controversial social, political, and/or educational issues to what the Board has formally adopted as positions of record 

 Monitoring Principal Performance 







The Principal’s performance is monitored against the strategic plan, professional standards and board policies on Operations. 

The board monitors those parts of the Principal’s objectives that have been identified and agreed upon by both parties in advance. 

There will be an agreed time established when board chairperson (or designated person or committee) and the Principal meet to carry out formal appraisal based on agreed criteria. The format and process for this meeting will be negotiated and agreed upon by the board chairperson/delegate and the principal. 

The Board will receive a summary report, formally once a year at a board meeting that has “excluded the public”. 


Disciplinary Process  

In the event the Board determines that policy violation(s) has (have) occurred and the board judges the degree and seriousness of the violation(s) to warrant initiating a disciplinary process, the board shall seek advice and follow due process. 


Professional Expenses 

A budget for professional expenses and for professional development will be established annually. 

These expenses may include continuing education, books and periodicals, and attendance at professional conferences.

D4. Asset Financial and Management


Financial Planning

Budgeting shall reflect the board’s strategic goals, not risk financial jeopardy and show a generally acceptable level of foresight. Thus the budget should: 

· Reflect the results sought by the board 

· Reflect the priorities as established by the board 

· Comply with the board’s requirement of a prudent budget
· Ensure adequate working capital 

· Demonstrate an appropriate degree of conservatism in all estimates 

Financial Control

The financial viability of the organisation must be protected at all times. Therefore, the principal shall not: 

· Incur unauthorised debt 

· Violate generally accepted accounting practices or principles 

· Use tagged funds for purposes other than those approved 

· Spend more funds than have been allocated in the fiscal year 

· Fail to ensure all money owed to the school is collected in a timely manner 

· Fail to make timely payment to staff and other creditors 

· Sell or purchase unauthorised property 

· Spend on single items beyond a board-established limit 

· Fail to ensure that all relevant government returns are completed on time 

· Fail to ensure that no one person has complete authority over the school’s financial transactions 

Asset Protection

Assets may not be unprotected, inadequately maintained or unnecessarily risked. Accordingly, the Principal may not: 

· Fail to insure assets 

· Allow unauthorised personnel to handle funds or school property 

· Subject plant and equipment to improper wear and tear or insufficient maintenance or inappropriate use 

· Fail to ensure the implementation of the 10 year property maintenance plan 

· Fail to protect intellectual property, information and files from loss or significant damage or unauthorised access or duplication 

· Receive, process or disburse funds under controls that are insufficient to meet the board-appointed auditor’s standards 

· Invest or hold operating capital in insecure accounts, or in non-interest bearing accounts except where necessary to facilitate ease in operational transactions 

D5. School Administration and Management
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School procedures will meet the legislative statutes and regulations as set down in the appropriate Acts, Ministry of Education circulars and the Education Gazette.

Section E. 
Policy
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E1. Student Achievement Policy (NAG 1) 

E2. Health & Safety Policy (NAG 5) 

E3. Personnel & Employment (NAG ) 

E4. Asset & Financial Management (NAG 4) 

E5. School Administration & Management (NAG 5) 


(refer  www.manning.school.nz/Policy.htm )
Section F. 
Governance Process and Procedures
(return to Contents Page)
F1. Meeting Process 

The board is committed to effective and efficient meetings. 

· based on a prepared annual agenda. The agenda preparation is the 

responsibility of the chairperson. Sufficient copies of the agenda of the 

open (public) session will be posted on the Board of Trustees notice board 

and available at the meeting place for the public. 

· held with the expectation that trustees have prepared for them and will 

participate in all discussions at all times within the principles of acceptable 

behaviour 

· have the right, by resolution, to exclude the public and news media from 

the whole or part of the proceedings in accordance with the Meetings Act. 

Decisions by the board are fully recorded but remain confidential. 

The board needs to: 

· make the reasons for excluding the public clear 

· reserve the right to include any non-board member it chooses 

F2. Meeting Procedures 

General: 

• Meetings are held as per the annual agenda 

• The quorum shall be more than half the members of the board currently holding office 
• The Chairperson may exercise a casting vote in the case of equality of votes, in addition to his/her deliberative vote 
• Any trustees with pecuniary interest in any issue shall not take part in any debate on such issues and may be asked to leave the meeting for the duration of the debate
• Only trustees have automatic speaking rights 

• The board delegates [and minutes] powers under Sections 16 & 17 of Education Act to the Disciplinary Committee 

• The board delegates [and minutes] authority to the Deputy Principal in the times of absence of the Principal 

Time of Meetings: 

• Regular meetings commence at 7:00pm and conclude by 9:30pm 

• A resolution for an extension of time not exceeding half an hour may be moved 

• Any business remaining on the agenda at the conclusion of the meeting is transferred to the following meeting 

Special meetings: 

• A special meeting may be called by delivery of notice to the Chairperson signed by at least one third of trustees currently holding office 

Exclusion of the Public: 

•       The meeting may, by resolution, exclude the public and news media from the whole or part of the proceedings in accordance with the Meetings Act 

Public Participation: 

•       Public participation is at the discretion of the Chairperson 

•       Public attending the meeting are given a notice about their rights to participation in the meeting 

Motions/Amendments: 

• All motions and amendments moved in debate must be seconded unless moved by the Chairperson 
• Motions and amendments once proposed and accepted may not be withdrawn without the consent of the meeting
• No further amendments may be accepted until the first one is disposed of 
• The mover of a motion has right of reply 
• A matter already discussed may not be reintroduced at the same meeting in any guise or by way of an amendment
Termination of debate: 

•       All decisions are to be taken by open voting by all trustees present unless a secret ballot is requested

Suspension of Meeting Procedures: 

•       Standing Orders may be suspended by resolution of the meeting

Agenda: 

• The order of the Agenda may be varied by resolution at the meeting 

Minutes: 

• The minutes are distributed within 72 hours of the meeting 
F3. Meeting Agenda 

An example agenda is as follows: 

Board of Trustees 

 Meeting Agenda

for 2nd September 2008, 7pm

	
	a) Agenda
	

	1
	
	
	Administration 
	5

	
	1.1
	
	Present: 
	

	
	1.2
	
	Apologies: 
	

	
	1.3
	
	Declaration of Interests
	

	
	
	
	
	

	2
	
	
	Curriculum report – English (report taken as read)
	30

	
	
	
	
	

	3
	
	
	Mid year Target reports (report taken as read)
	30

	
	
	
	
	

	4
	
	
	(b) Baseline data – student engagement (report taken as read)
	30

	
	
	
	
	

	
	
	
	
	

	5
	
	
	Principal’s Report  (report taken as read)
	15

	
	
	
	
	
	
	

	6
	
	
	(c) Audit/review plan
	30
	
	Special Issues

	
	
	
	
	
	
	

	7
	
	
	Correspondence: 
	5

	
	
	
	Confirmation of minutes – previous meeting
	

	8
	
	
	Meeting Closure
	5

	
	
	
	Preparation for next meeting: Items for agenda


	

	Odd year

Curriculum Area

Term 1: Analysis of variance of previous year

               Learning Support needs survey
              (Focus reading)
Term 2: Maths

               Languages

Term 3: The Arts

               English

Term 4: Learning Support

               Numeracy

               Physical Ed and Health
	Even year

Curriculum Area

Term 1: Analysis of variance of previous year

               Learning Support needs survey,   

              (Focus on reading)
Term 2: Science

Term 3: English

               Social Sciences

Term 4: Technology

               Learning Support

               Numeracy




F4. Delegations  

Following resolutions are to be placed at the first meeting of the year: 
Delegated Authority For Discipline Committee 

Motion: Seconded: 

That the powers conferred on the Board under Sections 16 and 17 of The Education 

Act 1989 be delegated to the Discipline Committee of the Board of Trustees, and the 

quorum for the Committee shall be three trustees. 

Carried 
Delegated Authority For Deputy Principal 

Motion: Seconded: 

That the Board directs that, except where the Board, at its discretion, otherwise 

determines, the Deputy Principal shall, in the absence of the Principal from duty and 

for the full period or periods of such absence, perform all the duties and powers of the 

Principal. 

Carried 
F5. Reporting to Stakeholders 
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a. Annual Report 

b. Charter 

c. Board Minutes 

d. Audit reports: internal & ERO 

e. Regular updates
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