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The following are the Vision and Values that underlie the Board and Staff’s beliefs on how things are done at Greenacres School

Our School’s Vision

Preparing students for the challenges of tomorrow

Our Values at Greenacres School
· Respect

· Trust

· Achievement

· Support

School Terms and Holidays

The 2012 attendance dates for students are as follows

First Term

Start
Tuesday 
31 January


Finish
Thursday
5 April 

School Holidays
Friday
6 April – Sunday 22 April
Second Term

Start
Monday
23 April
Finish
Friday
29 June
School Holidays
Saturday
30 June – Sunday 15 July

Public Holidays
Monday
04 June (Queen’s Birthday)

Third Term

Start

Monday
16 July
Finish
Friday
28 September
School Holidays
Saturday
29 September  – Sunday 14 October

Fourth Term
Start
Monday
15 October

Finish
Thursday
13 December

School Holidays
Friday
14 December – Tuesday 29 January 2013
Public Holiday
Monday
22 October (Labour Day)
School Contact Directory

Except in EMERGENCY the school will not deliver messages to students

School phone
(04) 232 6445

School fax
(04) 232 6445

School email
principal@greenacres.school.nz (Principal)


office@greenacres.school.nz (School Office)


chairperson@greenacres.school.nz (BoT Chair)


All teaching staff have an email address in the same format e.g.


sfarrand@greenacres.school.nz

School web site
www.greenacres.school.nz

School Hours and Transport to School

Normal School Hours

Classrooms open at 
  8.30am


  8.55am
First bell sounds


  9.00am
School commences

              10.30am   – 
10.50am
Morning break

              12.30pm   – 
  1.30pm
Lunch break


  3.00pm
School finishes for the day

Students are not permitted to leave the grounds at any time during the day without special permission and must have a note from a parent if they are to go home for lunch.

The school takes no responsibility for students who arrive prior to 8.30am or remain in the playground after 3.00pm.

Transporting students by Private Car

When parents transport students to and from school they should NOT park on the yellow lines on either side of the road outside the school or drive into the staff carpark to drop off or collect students.  Parking in these places causes a severe threat to the safety of other students and is also illegal.  It is unfortunate that our school is sited on a narrow and dangerous corner.  Please adhere to these rules in order that safety is provided for all the students at Greenacres School.  To alleviate the pressure on the front gate we ask that parents of students in the Woodman Drive area deliver to, and collect their children from the Woodman Drive entrance.

School Patrol

There are school students on crossing duty outside the front gate of the school from 8.30am to 9.00am and 2.45pm to 3.15pm to ensure that all students cross safely.  All students who need to cross Raroa Terrace are expected to use this patrolled area whether on their own, in groups, or with their parents.

Cyclists

The wearing of cycle helmets is compulsory if students are riding bicycles to and from school.  All bikes must be walked along the drive and through the playground.

Your Child’s Progress at School

About our class structures

Our school is broken into two teams.  The Northern Team is Rooms 1 - 5 inclusive and is led by Mrs Ann Farrand, and Rooms 6 – 9 comprise the Southern Team, led by Mr Steve Farrand.  Most of our classes are composite – this means that two year groups of students are in the same room.  This in no way impedes the progress of any student.  All our students’ learning needs are assessed and they work at the level appropriate to them.

Programmes

At Greenacres School all our teachers plan together to provide programmes for their classes.  At the beginning of each term a programme for the term showing topics or themes that are to be used is sent home.   This will cover Social Studies, Science, Health, Technology, Music, PE and Art.   Teachers will integrate Reading and English into the topics.  This information is to let parents know what is happening so that they can assist their child/ren and to know what to expect in terms of homework.

Monitoring of Student Progress

All students progress is monitored very closely throughout the school year, and is compared to National Standards. 

When a student turns six years an assessment is made on their literacy learning to this stage and students considered to be at any risk will be placed on the Reading Recovery Programme.   This is a series of intensive one on one lessons.  After completing the programme, the student’s progress is monitored for the next three years and booster sessions are given where required.  All parents are invited to come and discuss the results of this assessment with the Deputy Principal.

Assessment and evaluation is on-going during the year for all students so that teachers build up a comprehensive dossier of achievement and progress.  All students are part of the schoolwide assessment programme, which gives the school important and useful information about the progress of individuals and groups.  This information allows the school to identify trends plus strengths and weaknesses of groups (eg age cohorts, gender, ethnic) and also provides teachers with data on individual student performance.  This also assists with reporting to parents.

Reporting to Parents

1. Within the first few weeks of the year, an opportunity will be made available for you, as parents, and your child to meet with your child’s teacher and set  learning goals for the first half of the year.

2. Learning Conferences are arranged at the end of Term 2 when all parents and students meet with the student’s teacher to discuss overall progress as well as to evaluate progress against the goals set at the beginning of the year. Learning goals will also be set for the remainder of the year.  A brief written report will be sent home prior to this which will also outline how your child’s progress matches National Standards.

3. A written report is issued at the end of the year to Year 1-6 students. This also includes how your child/ren’s progress matches National Standards.

4. Home books – all students have home books in which entries are made on a regular basis.  The entries in the home books relate to the learning outcomes in the NZ Curriculum.  These are sent home regularly for parents to read, make comments in if they wish, and sign.  Please send these books back promptly.

5. All parents of Year 0/1 students will receive a written progress report on their child after approximately one month at school.

Appointments

Parents are encouraged to contact class teachers or the team leader if there are any concerns over a student’s wellbeing or progress.  Appointments can be made by phoning the school office during working hours.  Staff are not available to be contacted at home.

Open School Policy

We have a policy of open communication between home and school.  Parents are encouraged to visit the school to discuss any concerns about their child/ren or to share their successes.  We regard cooperation between home and school as essential for learning.

Our Behavioural Expectations
At Greenacres School students are expected to obey the school rules and maintain a high level of personal behaviour.

We have a Code of Behaviour and Rights and Responsibilities that clearly outline our expectations of student behaviour.  A copy is included in the appendix of this booklet, a copy is displayed in each classroom and all students have a copy.

House System

Our house system is scaffolded on the Human Rights in Education ethos which focuses on rights and responsibilities. It is heavily based on restorative theory which enhances a schoolwide culture of mutual respect, care and support even in the face of wrongdoing and relationship conflict. Our house system is also curriculum based, addressing the key competencies of relating to others and participating and contributing. Finally, our house system aligns with current best practice in our school such as the mediator programme, schoolwide virtues and assembly awards.
Emergency Procedures
The school has clearly set out procedures to be followed by students and staff in the event of an emergency.  Earthquake and fire drills are held regularly so pupils and staff know what to do.

Civil Defence

Staff have planned procedures to be put into action in case of a civil emergency such as a serious earthquake. Since you, as parents, have a part in this, it is necessary for you to know what we are going to do, and how you can help us.

We will keep all students at school under supervision until they are collected by parents, or another adult specifically nominated in writing by you.  You can nominate that person in advance and it will be recorded.  When students are released from school after an emergency it will be entered on a special register so that we know exactly where each student has gone.

We suggest that you discuss this within your family and have a plan in case you are separated for a long time.  The staff will be co-operating with the Civil Defence Organisation who will use Greenacres School as a base in a civil emergency.

The school has a full and comprehensive Emergency Management Policy – copies are available from the School Office.

General Information

Absences

It is absolutely essential for you to please telephone the school before 8.45am if your child is absent through sickness or any other reason.  (Please note that messages  may be left at any time on our absence line.)  Failure to do this will lead us to believe that your child has left home but has not arrived at school.  We are concerned about the safety of your child and it becomes a very time consuming job for us to try to contact you to see where your child is.

Latecomers must check into the office and register before going to their classrooms.

If you need to collect or return your child at any time during the school day, please check at the office first.

Accidents at School

Minor accidents are dealt with at school by qualified First Aid staff members.  If any serious accident happens, the parent, caregiver or person listed for emergency calls is contacted.  If no responsible person can be contacted, the Principal or Deputy Principal will take whatever action is deemed necessary.

Advertising
The school receives many requests to distribute advertising material through the students.  We only do this when it is of benefit to students or the school will gain financially.

Assemblies

We usually have an assembly every week from 11.45am – 12.30pm on a Friday. Each week a different class will host the assembly. This is an informal part of our teaching programme and not a “public performance”, but you are welcome to come along and see your child in action;  to this end, the room hosting is notified in the weekly newsletter.

Board of Trustees Meetings

These are generally held on the third and eighth Wednesday of each term in the School Staffroom at 5.45pm.  All parents are very welcome to attend.  The minutes of meetings are posted on the Board of Trustees notice board in the Administration Block along with copies of Board papers etc.  The Board of Trustees reports regularly to the parental community by way of a Board newsletter that comes out with the School Newsletter.  This is also available on the school website (www.greenacres.school.nz).

Christian Religious Education

This is a structured non-denominational religious programme that is taken by a group of volunteers on Wednesday afternoons from 2.15pm – 2.45pm.  Those parents who wish to have their child/ren withdrawn from the programme may do so by sending a letter to that effect to the school.  Those students not attending the programme are still required to be at school where they will be supervised for the duration of the programme.

Chair Bags

All students in Years 0-2 need a chair bag.  Chair bags can be purchased from the Office.

Clothing

Please ensure that all clothing is clearly named.  All named lost clothing is returned to the owner.  We can take no responsibility for unnamed lost clothing, which is collected and left outside the Administration Block on Friday afternoon. Unclaimed, unnamed clothing is then disposed of after 3.15pm.

Curriculum Development

Each year we have a school-wide focus that links with national teacher development programmes.  All of our teachers take part in the development contract and everyone is involved in implementing new curriculum ideas into the school.  This way, teachers at Greenacres School are kept at the forefront of educational developments so that our students gain the greatest benefits from new developments. 

Damage to, or breakage of School Property
In most cases, the school repairs accidental damage from our operational funding.  For deliberate breakage however, or breakage caused through disobeying school rules, the child or parent is expected to pay for required repairs.

Dental Therapist

Students are cared for by the Dental Therapist who is located in other schools in the Tawa area at different times throughout the school year.  The office has a record of where the therapist is located each week.  Our students’ teeth are all checked annually  in a mobile clinic on the school grounds. Parents are informed when this is about to happen and if any treatment is necessary, are invited to make appointments at a base clinic at a suitable time.  Should an emergency arise, contact the School Dental Clinic.

Dress for School

We expect parents to send their students to school in tidy, functional clothing.  Parents should help their child/ren avoid ‘extremes’ in dress which often reflect extremes in behaviour and which, in turn, are not conducive to co-operative social behaviours.

Jewellery (except for a watch) and adornments for the ears (except for flat studs) should not be worn to school and are forbidden for sports activities (for safety reasons).  Parents should be aware that items are worn at the owner’s risk and we can accept no responsibility for loss or damage that may arise.  Refer also to footwear.

Education Review Office Accountability Review Report

The latest Education Review of Greenacres School was completed in 2010.  Copies of this report are available from the School Office, from our website (http://www.greenacres.school.nz) or the Education Review Office website (http://www.ero.govt.nz) 

Enrolling Students

Students may be admitted to State Primary schools on or after their fifth birthday – but not before that date.  Compulsory education begins when a child is six years old.

When a child is enrolled at a New Zealand school a Birth Certificate or other proof of date of birth is needed to verify the age, and an immunisation certificate must be produced when first enrolled.  These are legal requirements.  Students who are not NZ citizens must provide evidence of either a Residence Permit or a Student Permit.

Footwear

In order to help keep the classroom carpets clean, students are not permitted to wear outside shoes in the classroom.  Students are welcome to bring slippers/soft shoes for indoor wear.

Students need to have suitable footwear for Physical Education activities such as running, gymnastics etc – slip-on shoes, high-heeled shoes, gumboots, etc, are not suitable.

Greenacres School Events Committee

The Greenacres School BoT Events Committee is a group of BoT members, parents and caregivers who meet regularly to plan social and fundraising activities.  Their support for the school is highly valued by all.  Notification of Events Committee Meetings are in the weekly school newsletter.

Hardship

We do not believe that students should miss out on any aspect of the programme because of an inability to meet costs.  If you find you are unable to afford to pay for your child to participate in an educational visit or to attend a visiting performance please contact the school in confidence.

Headlice

Headlice are a common problem and infestation often occurs when students are in close contact.  Please check your child’s hair frequently and use the appropriate shampoo according to directions if there is any sign of infestation.  We suggest that long hair is kept tied back.

Homework

Homework is set in all areas of the school from Year 1 to Year 6.  It is an extension of the classroom programme and an opportunity for parents to participate. Should the homework cause any problems, please contact your child’s teacher. 

Hygiene
All students have paper tissues as part of their stationery requirements.  There is soap available in all handbasins and towels in the cloakrooms.  Students are encouraged to wash their hands after using the toilet and also before eating.

ICT User Agreements

Students from Year 3 and above have access to filtered email and internet.  To safeguard  students and the school, all users of the school’s computers must sign a user agreement before access is granted.  The student’s agreement needs to be signed by both student and parents.

Information for Parents on Assessment

There is relevant accumulated assessment information for the school inside the main entrance to the Administration Block.

Inter – School Activities

Occasionally there are inter-school activities involving sport.  The emphasis is more on involvement rather than competitiveness.  Every student in the school will have an opportunity to be involved in all sports available for their age group.  The sports available will vary from year to year depending on resource personnel available to help.

Library
Our library plays an important part in all our school programmes.  All students are scheduled to use the library at least once a week for regular book changes and developing/practising library skills.  They are allowed to have up to three books on loan at any one time.  Parents can also help us by ensuring books are returned regularly.  If students lose library books parents will be invoiced for their replacement.

Lunches

BBQ sausages are sold on Mondays and Fridays.  Cookies and popcorn are also available for purchase at lunchtime on Mondays and Fridays. Students’ money is collected in classrooms first thing in the morning and a ticket will be issued.

Mobile Phones

Any mobile phones brought to school by students must be turned off during class.  Any mobile phones that are turned on in class, or used inappropriately, will be confiscated and will be available for parents to personally collect from the Principal.

Out of School Care

Kelly Club operates an Out of School Care Programme in the school hall from 7.30am– 8.30am and 3.00pm–5.30pm daily.  Please contact the supervisor, phone 027 241 4295.

Parent Helpers

Volunteers are often called for – if you are able to help in any way, please contact the school office.  Alternatively, keep watching the weekly school newsletter for the many occasions when we ask for parent help for specific purposes.

Payment for School Activities

Payment for any school activity can by made by cash, cheque, eftpos or Visa/ Mastercard, or internet transfer to the school’s bank account 123254 0004195 00. Any cash/cheque payments brought to school are to be in an envelope with the student’s name on it, labelled (eg Scholastic Book Club), and handed to the class teacher.  Please note that if making payment to the school for anything by cheque, make the cheque payable to Greenacres School.

Problems, Concerns and Complaints

All problems, concerns and complaints need to be resolved as soon as possible to avoid escalation.  Most day to day problems can be solved by contacting the teacher concerned.  For more serious concerns, please refer to our Complaints Policy.

Privacy Act

The school is aware of the Privacy Act and has a Privacy Officer.  Staff are all aware of the need to keep all school records confidential.

Scholastic Book Clubs

Twice each term students are given the opportunity to purchase books, games, etc from the following book clubs:

Carnival
Up to 5 years

ABC
5-6 years

Lucky
5–9 years

Arrow
9–12 years

Star
11+ years   (Older brothers and sisters may like these.)

All students are given pamphlets which describe the books currently available.  The student returns the order form and money by a set date (please make cheques payable to Greenacres School).  Within a week or two the books are delivered and distributed to the students.  

The books are reasonably priced and students can build libraries of their own quite cheaply.  There is no obligation to buy these books.  (Please remember to make all cheques payable to Greenacres School.)

In return for our promoting this, Scholastic NZ supply books for our library in proportion to purchases made.

School Donations

For 2012 we are asking for a donation of $150 per student. This voluntary donation helps to finance activities which funds from the Government do not cover.  All families are asked to contribute where possible.  Payment does not need to be in a lump sum but can be spread out over the year if parents wish.  Reminders will be sent out in Term One and Term Four 2012.

School Newsletter

The School Newsletter is issued to the eldest member of each family on Wednesday.  There is a return slip on the bottom, which should be returned to the student’s teacher by Friday so that we know the Newsletter has arrived home.

Alternatively the Newsletter can be emailed to you.  Please contact the School Office for further details.  Copies of each week’s newsletter are also available on the school website (www.greenacres.school.nz).

School Office Hours

Office hours are from 8.30am–3.30pm Monday–Friday.  An answer phone is in operation when the telephone is unattended. 

School Phone and Fax

The school phone and fax number is 232 6445.  All teachers have full-time teaching commitments so if you wish to contact a teacher you are best to leave a message with the office staff.  We do not allow students use of the school phone.

School Policies

Our policies have been written and approved by the Board of Trustees.  We expect them to be adhered to by all people on Greenacres School property.  If you have any queries regarding these or would like to read them, please contact the School Office 

Smoke Free School

Greenacres School (ie grounds and buildings) is a totally smokefree area as required by law.

Special Programmes

Programmes are offered in a variety of curriculum areas for students with special ability.  Within class programmes extension/enrichment activities are offered. At times students may be withdrawn for specialist teaching also. Parents are informed as to the nature and organization of such programmes.  Classroom programmes and small group teaching ensure individual needs are met.  Part-time teachers and teacher aides may also assist in classrooms working with individuals and small groups. 

Sport

Greenacres School has received two SportsMark awards for its daily PE and Sports programmes.  In 2007 we were one of 60 schools throughout New Zealand participating in the School Community Physical Activity Project.  Having completed this, we are now a “beacon school” setting the standard for other schools.

In addition to daily physical education and fitness, a variety of sports are offered to students.  Hockey, netball, unihoc, miniball and volleyball are just some of the sports that students can participate in.  Whilst the school coordinates these we need parental help for managers and coaches of the teams.  Unfortunately, if we don’t get the required help, teams are not able to be entered into competitions.  We require all students who are representing the school to wear a Greenacres T Shirt, which can be hired from the school.

Stationery

Stationery packs were sold at the end of 2011 and will be for sale at the beginning of 2012.  These packs should contain sufficient material for the year. 

Student Health Services

The Public Health Nurse visits the school regularly to check the immunisation of New Entrants and to address any health concerns that staff may have regarding students.  Parents/caregivers are kept fully informed of any referrals made and any follow up action needed. If parents/caregivers would like their child referred to either of these agencies, please contact the child’s teacher.

Student’s Records

Whenever there is a change of address, home or business telephone, parents’ hours of work, medical information or family circumstances and emergency contact, please inform the school promptly.  Out of date information can mean that we are unable to contact you in an emergency.  It is very important that up to date emergency contact information is kept.

Student Safety

For the general safety of our students we request that the following items are not brought to school:  glass containers, sweets, gum, jewellery, expensive toys, money, electronic equipment,, etc.  At times various collectables such as cards and toys will also be banned.  Medicines (if required) are to be kept by office staff who will administer them upon your instructions. Peer mediators are actively involved in monitoring playground behaviour during morning breaks and lunchtimes.

Sun Protection

We have a Sun Smart Policy in place.  All students must wear a sunhat when they are outside during Terms 1 and 4.  The hat needs to protect the face, neck and ears.

Swimming
Our swimming programme for 2012 will operate at Tawa Pool during the latter part of Term 2. Parents wil be notified of the cost of this programme by the end of Term 1.

Trips and Visits

From time to time classes will be involved in educational trips out of the school grounds.  Parental consent must be given for any child to be included in school trips.  Please note that parental consent and any required payment must be received by the stipulated date (usually 3 days prior) for a student to participate.

It is a requirement that all motor vehicles used for the transportation of students have a current WOF and registration and that seat belts for each student are worn.  All drivers must also have a current full Driver’s Licence.  Parents will be asked to verify this information if they offer to transport students.  We have to ensure that the safety of our students is paramount at all times.

We have an Education Outside the Classroom Policy that covers all aspects of students leaving the school grounds during class time, outlining the strict risk management and safety guidelines required. You may obtain a copy of this from the Office.

Wheels Day

Wheels Day is on the first Wednesday of each month. Students may bring bikes, roller blades, skates and skate boards to school to ride in designated areas during breaks. Helmets must be worn at all times and knee and elbow pads for those riding roller blades, skates and skate boards.
How Can You Help Our School?

Events Committee

The Events Committee supports the school in the areas of fundraising and social activities.  All parents are most welcome to join and the meetings are advertised in the weekly newsletter.  This group is informal and fun and everyone is most welcome.

Parent Helpers

There are many school activities, which are only possible because of the tremendous support given by parents.  Parents help with class trips, swimming, making and repairing equipment, working bees, fundraising activities, outdoor education trips, sports, lunchtime sausage sizzles, to name just a few things.  Our weekly newsletter advises of areas that we need assistance.  If you would like to help us in any other way we would love to hear from you.  Please phone the school office and leave details.
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We will be fair

We can be trusted

We will be nice to know

We will be proud of our school

Honesty and Reliability





Tolerance and Attitude

*Tell the truth





* Try our best to avoid getting angry at a 

* Be honest with 




   person or situation




- teachers



* Try to be calm when we become frustrated




- family 



* Try to talk about a problem rather than




- friends



   reacting




- ourselves 


* Be considerate

* Be trustworthy      




* Be supportive of others

* Apologise for mistakes, find out how 
* Be a great person to know


  to put them right, make sure they

* Give things our best effort


don’t happen again




* Be happy and positive

* Take responsibility for your actions




Respect







Caring and Manners
* Be kind and value others



* Be polite

* Look out for others and show 


* Be welcoming

   understanding




* Be friendly and helpful

* Listen to the ideas and opinions of 
others


* Respect everyone, their property, and 
   the school environment and everything in it

* Treat others as you wish to be treated

Accept our rights by living up to our responsibilities.

Appendix 2

Greenacres School 

Rights & Responsibilities

Apply between  8:30 am - 3.30 p.m.

These Rights & Responsibilities have been written to ensure the safety and care of all students, staff, parents, property and buildings at Greenacres School

Every student has a right to education (Article 26 Human Rights) - Responsibilities

· Do as you are told by adults in charge.

· Return to class immediately when the bell rings at the end of a break.

Every student has a right to a safe and clean environment (Article 3 Human Rights) - Responsibilities

•
Respect other people and their property... including not wrestling or play fighting!


Refer to your  student Code of Conduct
•
Stay within school boundaries.


Within yellow bollards and white lines, all banks are out of bounds,Year 4 - 6 are allowed on the 


bottom field and all students allowed on the top level grass when the Garfield sign shows that 


the grass is open, do not leave the school grounds without  both parental and school permission!

•
Bat & ball games to be played on the bottom field only (Year 4 - 6).


Cricket, softball, baseball etc... tennis is allowed on the concrete

•
Soccer & rugby balls are to remain below waist height on the concrete.


Kick them as high as you like on the bottom field!
•
Fences, trees and buildings should not be climbed.


Climb on the playground instead
· Maximum of 6 students on the rope in the playground at any one time.

•
Sticks should not be played with or bark or stones thrown!

Play a sensible game with classroom kit equipment or PE gear instead

•
Stay outside during breaks unless your teacher gives you permission.

Your teacher needs to write your name on the board

•
Shoes should not be worn in classrooms or gumboots and hats worn in any buildings.
•
Skate, roller blade, scooter and skateboard day is Wednesday, in the area behind Room 4 


to the PE 
Shed only.

You MUST have a helmet! You also need elbow and knee pads for skates, rollerblades and 


skateboards! Skateboards are to be parked behind the white line next to Room 8, scooters & 


bikes are to be parked in the bike stands and should not be touched by others! Carry skates, roller


blades and skateboards, push scooters and bikes through the grounds and along the driveway 


when arriving at and leaving school.

Discipline Expectations

Within the classroom

Students are expected to
· Show respect for other students and adults working with the class

· Do as asked by adults in charge immediately

· Remain on task

· Move around only as necessary for the task in hand

· Where appropriate, confer with other students, on the task in hand quietly

Teachers are expected to
· Set class guidelines within the parameters outlined above

· Ensure that all students remain within the accepted guidelines

When moving around the school during class time

Students are expected to
· Go directly to where they are required

· Move in a quiet and orderly manner

Teachers are expected to
· Ensure that the guidelines above are met

During Breaks

Students are expected to
· Meet their responsibilities.
Duty teachers are expected to
· Supervise students for the full length of time that they are on duty

· Ensure that students meet all responsibilities
· Take appropriate action, using restorative models, with students who infringe the rights of others
Appendix 3  

Supervision of Student Medication Procedure
Rationale
To ensure the safe storage and supervision of medication required by students.

Guidelines
•
The school will assist students to comply with treatment prescribed by a registered medical practitioner.

•
Any parent or caregiver is welcome to come during the day to administer medication.

•
Copies of this policy are to be kept in the Medication Register and in the school enrolment folder.

•
Appendix 1 lists additional guidelines for Controlled Drugs listed in the Misuse of Drugs Act 1975.

Notification
The school must be advised by the student’s parent or caregiver of all medication brought to school including any relevant details such as dosage, storage and administration.

Quantities
Parents or caregivers are requested to send minimum quantities of medication to school - preferably no more than that required for one week.

School Supervision
•
When the school is asked to supervise the administration of medication during school hours the school will normally ask one staff member to oversee the administration of medication for each student.

•
The school and individual staff members reserve the right to decline to administer medication.

•
All restricted drugs must be in the original packaging, labelled with the student’s name and with the dosage instructions.

•
The school will record in the Medication Register the quantity of a drug received at school and the quantity returned to the parent.

•
All medication in the school’s care shall be stored in the locked medical cabinet or in the staffroom refrigerator.

•
If a student requires ready access to their medication - for example an asthma inhaler - it shall be kept in a suitable place nominated by their teacher.

Responsibility
The school will not be responsible for the failure of a student to correctly self administer medication.  Staff members will endeavour to satisfy requests for the supervision of medication in the best possible way but will not be held responsible.  The school will hold no responsibility or liability for any short or long term effects that the intake of, or the failure to administer, any medication may have.

Appendix 4

Complaints Policy

Rationale

If parents or guardians have a complaint regarding the school, they need a clear set of guidelines to follow.

All complaints need to be resolved as quickly as possible to avoid escalation.

Guidelines
•
If a parent desires to make a complaint about a teacher, child or the school, it must be made either personally or in writing directly to the Principal, but not in the presence or hearing of pupils.

•
If a parent makes a complaint to any other staff member, the Principal must be informed immediately.

•
Any person making a complaint to a Board of Trustees member must be referred to the Principal.   The Board of Trustees member should also inform the Principal of both an unresolved complaint and also the name of the person complaining.

•
If a parent wishes to make a complaint about the Principal or a Board of Trustees member, it should be directed to the Chairperson of the Board of Trustees.

•
All complaints should be investigated immediately with any necessary action taken and the complainant being informed of the outcome.

School Contact Directory

Except in EMERGENCY the school will not deliver messages to students

School phone
(04) 232 6445

School fax
(04) 232 6445

School email
principal@greenacres.school.nz (Principal)


office@greenacres.school.nz (School Office)


chairperson@greenacres.school.nz (BoT Chair)


All teaching staff have an email address in the same format e.g.


sfarrand@greenacres.school.nz

School web site
www.greenacres.school.nz
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