
 

A G E N D A  

  

NOTICE OF MEETING 2022 

A meeting of the Pukekohe High School Board of Trustees 

will be held at 6pm, 2 May 2022 in the staff room 
 

OPEN MEETING 

Welcome from Chair and Karakia 

1. Apologies 2 min 

2. Declaration of Conflict of Interest 2 min 

3. Confirmation of Previous Minutes 3 min 

 
Minutes of the Pukekohe High School Board of Trustees dated 22 March 2022 

have been circulated to all Trustees 
 

4. Correspondence 5 min 

 Nil  

5. Extraordinary Business  

 Nil  

6. Standing Items  20 min 

 

6.1 

 

6.2 

 

6.3 

 

6.4 

 

 

6.5  
 

 

Financial Report  

 

Principal’s Report 
 

Property, Health and Safety Report   

 

Student Representative Report 

Nil 

 

Staff Representative Report 

Nil 
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7.1 

 

 

 

Items for Decision 

 

Pukekohe High School Governance Kaupapa 

Governance Kaupapa 

Recommendation: 

That the Pukekohe High School Board of Trustees: 

20 min 



 

Note this report from the Chair; and 

Endorse the Governance Kaupapa accepting that the draft requires final editing. 

Authorise the Principal, Chair, Deputy Chair and Simon Williams to finish editing 

the document. 

 

Delegations report 

Recommendation: 

That the Pukekohe High School Board of Trustee: 

 

Authorise the delegations of authority to committees and to school leadership listed 

in Attachment A of this report. 

 

Principal appraisal  

 

  

 

Recommendation: 

That the Pukekohe High School Board of Trustees: 

 

Appoint the Deputy Chair to support the Chair managing the principal’s annual 
appraisal. 
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There are two confidential items to be discussed in-committee 

 

Meeting Closes approx. 

 

 

 

7.30pm 

 

Next Meeting: Monday 16th May 2022 

 

  



6.1  Financial Report 
 

Commentary on March 2022 Financial Statements 

 

1. Attached is the March 2022 income & expenditure statement, balance sheet and 3 graphs 

showing surplus vs budget, working capital vs budget and the staff banking figure as at 31 

March 2022.  

 

2. In summary the month’s YTD surplus is $73,098 (Feb $67,424) against budgeted surplus of 

$87,439.  Working Capital is $561,074 (Feb $572,873). 

  

3. Variances to budget worth noting are: 

Income   

International Student Income/Expenditure lower than expected. However, the International 

Student Coordinator has resigned to move to an Auckland school and that will save 

expenditure over the rest of the year.  

 

Expenditure 

Learning Resources 

Staff expenses are slightly over budget and should remain relatively close for the rest of the 

year.      

  

Administration   

Some one-off costs particularly in ICT have been incurred but again Admin costs should 

remain close to budget for the rest of the year.    

 

Property   

Property costs and depreciation are below budget and offset the overspend in learning 

resources and admin. The net effect is that expenditure is bang on target for the quarter.     

 

Balance Sheet 

Working capital is $561,000 which is under budget but acceptable at this stage.  

   

4. Staff banking. This is coming down as we have made adjustments for all the new staff, put in 

claims for the first- and second-year teachers etc. The figure as at 31 March is just over 

$13,000 and dropping.  

 

5. 5YA Projects. The accounting for the last of these is being finalised and will be good to 

complete this as the new plan’s jobs are scheduled to start in the next month or so.  
 

6. Glasgow Rd field. Please refer to the Property/H&S repo 

 

  



Income and Expenditure Report        

For the 3 months ended 31 March 2022      

             

  Actual Actual  YTD Variance Variance   

  Mar YTD Budget  Actual %  

  $ $ $ $    

Income            

Government Grants            

Operations Grant 426,831 1,158,102 1,149,687       8,415              1   

Teachers Salary Grant 757,110 2,229,184 2,215,386     13,798              1   

Use of land & buildings 266,667 800,001 800,001            -             -     

  
 

1,450,608  
  

4,187,287  
  

4,165,074      22,213              1   

Locally Raised funds                    -           

Donations/Fundraising/Activities           645  
   

963  
   

6,861  
   

(5,898) 
         
(86)  

Sport Income/exp        1,909  
   

(10,946) 
   

(56,089)     45,143            80   

Other activities inc/exp 
   

20,900  
   

18,980  
   

40,033  
   

(21,053) 
         
(53)  

  
   

23,454  
   

8,997  
   

(9,195)     18,192          198   

               

International Students 
   

65,819  
   

50,212  
   

77,293  
   

(27,081) 
         
(35)  

                

Investment income           196  
   

690  
   

1,251  
   

(561) 
         
(45)  

                

Total Income 
 

1,540,077  
  

4,247,186  
  

4,234,423      12,763              0   

                

Less expenses                 

Learning Resources                    

Staff Expenses 
    

186,118  
   

466,068  
   

452,777      13,291              3   

Teachers Salary-MOE funded 
    

757,108  
  

2,229,184  
  

2,220,000        9,184              0   

Curricula 
      

48,101  
   

125,731  
   

132,632  
   

(6,901) 
           
(5)  

Curricular Other        2,312  
   

6,691  
   

12,087  
   

(5,396) 
         
(45)  

  
   

993,639  
  

2,827,674  
  

2,817,496      10,178              0   

Administration                  

Staff expenses 
   

63,131  
   

149,534  
   

157,797  
   

(8,263) 
           
(5)  

ICT 
   

22,942  
   

78,053  
   

59,652      18,401            31   

General/Consumables/Legal        4,569  
   

14,208  
   

8,637        5,571            65   

BOT Expenses           457  
   

5,857  
   

4,266        1,591            37   



Communication        5,496  
   

17,380  
   

10,101        7,279            72   

Audit/Accounting             -   
   

141  
   

3,078  
   

(2,937)      

Risk Management        2,447  
   

2,879  
   

5,289  
   

(2,410) 
         
(46)  

  
   

99,042  
   

268,052  
   

248,820      19,232              8   

Property               

Use of land & buildings 
   

266,667  
   

800,001  
   

800,001             -             -     

Caretaking/Cleaning 
   

15,676  
   

54,157  
   

48,648        5,509            11   

Staff expenses 
   

13,951  
   

38,674  
   

47,358  
   

(8,684) 
         
(18)  

R&M/Cyclical Maintenance 
   

10,007  
   

33,186  
   

40,644  
   

(7,458) 
         
(18)  

Heat, Light and Water 
   

17,191  
   

27,608  
   

37,428  
   

(9,820) 
         
(26)  

Grounds        3,937  
   

8,389  
   

12,528  
   

(4,139) 
         
(33)  

Security        1,852  
   

3,611  
   

4,635  
   

(1,024) 
         
(22)  

  
   

329,281  
   

965,626  
   

991,242  
   

(25,616) 
           
(3)  

               
Finance Costs 

          157  
   

2,104  
   

1,848          256            14   
Depreciation    

36,724  
   

110,632  
   

116,602  
   

(5,970) 
           
(5)  

                   

  
   

36,881  
   

112,736  
   

118,450  
   

(5,714) 
           
(5)  

                   -        

Total Expenditure 
 

1,458,843  
  

4,174,088  
  

4,176,008  
   

(1,920) 
           
(0)  

                   -        

Surplus/(Deficit) 
   

81,234  
   

73,098  
   

58,415      14,683            25   

                     
 

 

 

 

Pukekohe High School     

Statement of Financial Position   

As at 31 March 2022 
  

  

      

   2022 2022  Feb  

    Actual   Budget   Actual  

    $   $   $  

Current Assets         

Cash and Cash Equivalents   815,615 817,201 1,474,508 



Receivables from MOE     800,000   

Accounts Receivable   100,902 140,938 106,026 

Investments   85,145 85,573   

Prepayments   11,227 10,032 11,227 

GST   31,512 28,758   

Inventories   3,797 3,797 3,797 

      

    1,048,198 1,886,299 1,595,558 
 
 
Current Liabilities         

Employee Entitlements     800,000   

Govt Grants in Advance   196,426   554,032 

Accounts Payable   124,477 51,509 86,877 

International Student Funds  110,037 149,993 155,259 

Student Funds received in Advance  20,204 22,646 23,198 

Provision for Cyclical Maintenance-Current  66,990 80,102 85,391 

GST   0  129,814 

Finance Lease Liability - Current  92,138 92,327 96,734 

MOE Property Projects   

    

(174,294) 
   

(20,267) 

 

(159,765) 
Wages leave accrual/learing account/Banked 
staffing 51,146 37,771 51,145 

    487,124 1,214,081 1,022,685 

         

Working Capital Surplus/(Deficit)   561,074 672,218 572,873 

         

Non-current Assets         

Property, Plant and Equipment  2,272,512 2,126,142 2,261,156 

         

       2,272,512 2,126,142 2,261,156 

         

Non-current Liabilities        

Provision for Cyclical Maintenance  190,706 190,706 190,811 

Finance Lease Liability   176,393 172,481 182,991 

        

   367,099 363,187 373,802 

       

Net Assets   2,466,487 2,435,173 2,460,227 

         

Equity         

Accumulated Funds   2,234,036 2,381,820 2,233,450 

Furniture Grant   159,353 50,000 159,353 

Surplus/(deficit)   73,098 3,353 67,424 

   2,466,487 2,435,173 2,460,227 
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6.2 Principal’s report 
 

COVID-19 Response   

Teaching and Learning Hybrid model  

The final three weeks of Term One saw a staggered return of year levels to school as a part of our 

planned hybrid learning approach to managing staffing and Health and Safety concerns during the 

Omicron outbreak. We moved from needing to roster two year levels home each day, to rostering 

one year level home. All year levels then returned to learning onsite for the last week of term.  

Attendance figures for the final week of Term 1 sat between 70.4% - 80.2%. This is a significant 

increase from the onsite attendance average of 64.4% reported to the BOT in March.  

  Year 9  Year 10  Year 11  Year 12  Year 13  Overall  

11/4/2022  83%  83%  81%  80%  68%  79%  

12/4/2022  85%  82%  80%  78%  76%  80.2%  

13/4/2022  84%  82%  76%  73%  77%  78.4%  

14/4/2022  78%  73%  72%  66%  63%  70.4%  

  

Year Level Kaitiaki Ākonga have been contacting students and their whānau who have not engaged 

in onsite learning, and are working with re-engagement strategies in response to the various 

individual circumstances.   

A hybrid approach to teaching with increased online content will continue in order to cater for 

students who are required to self-isolate.  

Operation at the Orange setting of the Covid Protection Framework  

From April 13, the country moved to the Orange setting of the CPF. The school continues to follow 

all Ministry of Education guidelines. Within the school setting this means that:  

Facemasks: must be worn by students aged 12 and above on school and public transport. 
It's strongly encouraged that face masks continue to be worn by students and staff in Years 4-13 

when indoors.   

Activities: with large numbers of students these can go ahead, and should be in well-ventilated 

areas or outdoors. Students from other schools are permitted to be onsite and must follow all health 

measures.   

Vaccine Mandates: From April 4th, the Vaccine mandate for teachers is no longer required by the 

Government.   

EMPOWERING CURRICULUM  

In preparation for the 2023 NCEA Literacy and Numeracy co-requisite introduction, and as a part of 

developing our junior curriculum, we have appointed six within-school literacy and numeracy co-

ordinators. These staff are working to create across school literacy and numeracy strategies to 

strengthen our junior programmes. We have been engaging with Julie Luxton who is a Literacy 

consultant from Evaluation Associates, and Julia Crawford who is a Numeracy consultant from 

Cognition Education. Literacy, numeracy and developing a localised curriculum are the three 

priorities for junior curriculum development this year.  

Academic progress will be reported to the BOT during the next meeting as deadlines for initial NCEA 

grade submissions have been extended due to COVID-19 rostering home. At the time of writing this 

report, NCEA assessments are in the process of being marked and moderated.  

 

 



STAFFING  

Recruiting high quality staff has remained a priority this term. We look forward to welcoming the 

following staff from the start of Term 2:  

• Siosiua Pole - Deputy Principal  

• Katherine Stewart – HOD Future Pathways   

• Pascale McMillan – Kaihautū Languages  

• Hamish McMillan – Permanent Reliever  

• Meagan McAuley - Principal’s Executive Assistant  
• Sandra Kinmond - Science Lab Technician  

  

In addition, we have recruited three technology teachers who will be joining our school during the 

term. As the Government has eased the border restrictions, we have also been able to begin 

recruiting teaching staff from overseas.  

 

DISCIPLINE SUMMARY FOR TERM 1  

Action  Total  Female  Male  Year Level  Ethnicity  

Suspension  1  1    12  Māori  
Stand-down  4  3  1  9 (1)  

10 (2)  

12 (1)  

Māori (1)  
NZ European (1)  

Tongan (1)  

Niuean (1)  

  

During Term 1, we have completed a pastoral systems review. The School nurses, counsellors, 

learning support staff, Kaitiaki Ākonga, Attendance and Truancy staff and the Deputy Principal 
responsible for Pastoral Care have met to strategically plan a whole-school approach to student 

support. Improvements to our attendance monitoring systems and Positive Behaviour for Learning 

systems have been put into place to ensure a prompt response to concerns and increased 

communication and engagement with whānau. Ensuring consistent, efficient and strategic use of our 

Positive Behaviour for Learning Framework will continue to be a focus for Term 2. Whole staff 

professional learning on Monday 2nd May will be based on effective use of the Framework to launch 

the focus for the term.  

  

 

  



6.3 Property, Health and Safety report 
 

PROPERTY 

1. SIP Project-Front Entrance & Landscaping. Still waiting for the new seating 

2.  New courts project. There is a delay in the court project due to lack of materials. The prep 

work involving the diggers and trucks has finished but the contractors are waiting for 

overseas product to make the turf. The finish date is now scheduled for late June. 

3. School rebuild. The MOE advisor in charge of this thinks that we can expect a July start on 

the 10 classroom block.  

4. 5YA. In this plan the jobs scheduled for this year are the electrical upgrade of the Massey 

building ($300k), the exterior fence around the whole boundary ($400k) and the roof 

replacement for science and library blocks ($300k). The latter is the top priority with the 

electrical upgrade the next most important. We are seeking an alteration to the plan to do 

some work on the toilets particularly in the Massey block as these are sites of concern due 

to the behaviour of certain students.  

5. Glasgow Rd. We contacted local valuers Marsh & Irwin and have asked them to give us a 

valuation for the site- the flat area only. The valuer we spoke to indicated that the school 

could earn $30 per square metre annual rental so if the area is say 50m x 50m that would 

net the school $75,000 annually.  

 

He recommended we don’t upgrade the site itself but let potential lessors do that for us.  

The cost of metaling or tar sealing would be a huge investment out front and trying to run 

the property ourselves could be too big a strain for us and not our forte. The valuer said he 

would give us a formal valuation with recommendations but as he has so much work on it 

will be 6 weeks before he can start the job.  

 

HEALTH & SAFETY 

6. In term 2 we will be reviewing each faculty’s hazard register and will conduct a yearly review 

from hereon.  

 

Denis Murphy 

 

  



7.1 Governance Kaupapa report 
 
 

Title Governance Kaupapa 

Date 2 May 2022 

Prepared By Ben Stallworthy / Simon Williams / Rani Amaranathan 

Approved By Ben Stallworthy, Chair 

Recommendation 

That the Pukekohe High School Board of Trustee: 

 

• Note this report from the Chair; and 

• Endorse the Governance Kaupapa accepting that the draft requires 

final editing. 

• Authorise the Principal, Chair, Deputy Chair and Simon Williams to 

finish editing the document. 

 

 

Introduction  

Good governance is a key objective of the Pukekohe High School Board (the Board) and this report 

provides an update on the review of Governance Kaupapa that was reported about at the last meeting.  

 

Analysis 

Currently, the Board has two key governance documents: 

 

• The 2020 Governance Kaupapa; and 

• A set of additional delegations adopted by the Board in March 2021.  

 

The set of additional delegations was provided by the Board’s legal advisors to cover delegations that 
were not recorded in the Governance Kaupapa.   

 

The 2020 Governance Kaupapa was reviewed by the current Board in 2019 and adopted in 2020.  It is 

currently being reviewed by a team of Trustees and the Principal because after the Education and Training 

Act 2020 became law the document requires a significant amount of updating. Further, the Board’s 
operations have changed and edits are needed to ensure that Board practice matches policy including the 

following:  

 

• Integrating changes made in the 2020 Education and Training Act. 

• Checking that the delegations provided by the Board’s legal advisor (while still in effect by resolution) 

are incorporated into the new document.  

• Since the Governance Kaupapa was authorised, the Board has formed a new committee the Human 

Resources Committee. 

• The Finance Committee became the Finance and Property Committee.  

• There are a number of minor edits requiring minor changes to capture items for example: 

o Changes to the Principal appraisal process. 

o Timing of agenda items being raised. 

o Clarification of electronic decision-making.  

 

Since, the last meeting, the Chair, Deputy Chair and Simon Williams have continued to work on the draft. 

A Draft Governance Kaupapa incorporating these changes and a draft is included as Attachment A to this 

report.  

 



Future Plan 

If the Board supports the recommendation, then the next steps will be:  

 

• Use of School administrative support to complete a final edit of the draft document to ensure 

consistency in language and formatting.  

• Review by a small team consisting of the Principal, Chair, Deputy Chair and Simon Williams. 

• Circulation of the new document to the Trustees and publication on the school website. 

 



 



 

Governance 

Kaupapa and 

Policies 
(2022) 

Pukekohe High School Governance 

Framework 

A. Introduction, with key legislative 
requirements, to board governance framework 

The board of Pukekohe High School is focused on the ongoing improvement of student progress and achievement within 

an environment that provides inclusive education. Refer to the New Zealand Curriculum, Te Tiriti o Waitangi, New 

Zealand Bill of Rights Act 1990, Human Rights Act 1993, New Zealand Disability Strategy and United Nations 

Convention on the Rights of Persons with Disabilities.  

To ensure effective school performance, the board is committed to maintaining a strong and effective governance framework that 

incorporates legislative requirements and good practice. 

Governance and management 
The following are the board’s agreed governance and management definitions, which form the basis of its working relationships, 

policy and processes. 

Governance Management 

● The ongoing improvement of student progress and 

achievement; that the school is an inclusive and safe place 

for all students and staff; that the school gives effect to Te 

Tiriti o Waitangi are the board’s primary objectives. 
● The board acts in a stewardship role and is entrusted to 

work on behalf of all stakeholders. It is accountable for the 

school’s performance, emphasises strategic leadership, 
sets the vision for the school and ensures compliance with 

legal and policy requirements. 

● Board policies are at a governance level and outline clear 

delegations to the principal. The board and principal form 

the leadership, with the role of each documented and 

understood. The principal reports to the board as a whole 

with committees used sparingly and only when a need is 

identified in order to contribute to board work. 

● The board delegates all authority and 

accountability for the day-to-day operational 

organisation of the school to the principal who 

must ensure compliance with both the board’s 
policy framework and the law of New Zealand (for 

detail, see operational policies). 

Manage



● The board is proactive rather than reactive in its operations 

and decision making and does not involve itself in the 

administrative details of the day-to-day running of the 

school. 

 

Education & Training Act 2020  
In developing the above definitions for Pukekohe High School, the board is mindful of the sections of the Education & Training 

Act 2020 and the Education (School Board) Regulations 2020 set out below. 

The Education & Training Act 2020 came into force on 1 August 2020 and clarifies the governance role of the school board and its 

primary objectives. Most of the powers and functions of boards are now set out in the Education (School Boards) Regulations 2020, 

with the principal’s role as chief executive specified in section 130 of the Act. 

Education & Training Act 2020 – School boards 

125 Board is the governing body  

(1) A board is the governing body of its school. 

(2) A board is responsible for the governance of the school, including setting the policies by which the school is to be controlled 

and managed. 

(3) Under section 130, the school’s principal is the board’s chief executive in relation to the school’s control and management. 

126 Bylaws 
  (1) A board may make bylaws that the board thinks necessary or desirable for the control and management of the school. 

(2) Before making a bylaw, the board must consult its staff, its students (to the extent that the board considers appropriate), and    
the school community regarding the proposed bylaw. 

127 Objectives of boards in governing schools 
(1) A board’s primary objectives in governing a school are to ensure that— 

       (a) every student at the school is able to attain their highest possible standard in educational achievement; and 

       (b) the school— 

(i) is a physically and emotionally safe place for all students and staff; and 

(ii) gives effect to relevant student rights set out in this Act, the New Zealand Bill of Rights Act 1990, and the Human Rights 
Act 1993; and 

(iii) takes all reasonable steps to eliminate racism, stigma, bullying, and any other forms of discrimination within the school; 
and 

      (c) the school is inclusive of, and caters for, students with differing needs; and 

      (d) the school gives effect to Te Tiriti o Waitangi, including by— 

(i) working to ensure that its plans, policies, and local curriculum reflect local tikanga Māori, mātauranga Māori, and te ao 
Māori; and 

(ii)taking all reasonable steps to make instruction available in tikanga Māori and te reo Māori; and 

(iii)achieving equitable outcomes for Māori students. 

(2) To meet the primary objectives, the board must— 

      (a) have particular regard to the statement of national education and learning priorities issued under section 5; and 

      (b) give effect to its obligations in relation to— 

(i) any foundation curriculum statements, national curriculum statements, and national performance measures; and 

(ii) teaching and learning programmes; and 

(iii) monitoring and reporting students’ progress; and 

      (c) perform its functions and exercise its powers in a way that is financially responsible; and 

      (d) if the school is a member of a community of learning that has a community of learning agreement under clause 2 of 

http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=DLM224791
http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=DLM304211
http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=DLM304211
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_principal_25_se&p=1#LMS261289
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_principal_25_se&p=1#LMS177719


           Schedule 5, comply with its obligations under the agreement; and   ,   

      (e) comply with all of its other obligations under this or any other Act. 

 128 Staff 
 A board may, in accordance with the Public Service Act 2020, appoint, suspend, or dismiss school staff. 

 131 Board has complete discretion 

   (1) A board has complete discretion to perform its functions and exercise its powers as it thinks fit 

   (2) Subsection (1) is subject to this Act, any other enactment, and the general law of New Zealand. 

 

Education (School Boards) Regulations 2020 

8 Delegation 

(1) A board may, by resolution and in writing either generally or specifically, delegate any of the functions or powers of the board 
or of a board member to any of the following persons: 

         (a) a board member or members: 

         (b) the principal or any other employee or office holder of the board: 

         (c) a committee consisting of at least 2 persons at least 1 of whom is a board member: 

         (d) a person approved by the Minister: 

       (e) any class of persons that comprises any of the persons listed in paragraphs (a) to (d). 

  (2) Subclause (1) does not apply to any functions or powers specified in the Act as not being capable of delegation. 

   

  (3) The board must not delegate the general power of delegation. 

  (4) A person to whom any function or power is delegated may perform the function or exercise the power in the same manner and 

with the same effect as if the person were the board or board member (subject to any restrictions or conditions imposed by the 
board). 

  (5) A person purporting to act under a delegation— 

       (a) is, in the absence of proof to the contrary, presumed to be acting in accordance with the delegation; and 

       (b) must produce evidence of the person’s authority to do so if reasonably requested to do so. 

  (6) A person to whom any function or power is delegated may delegate that function or power only— 

       (a) with the prior written consent of the board; and 

       (b) subject to the same restrictions, and with the same effect, as if the subdelegate were the delegate. 

(7) A delegation under subclause (1)— 

     (a) is revocable at will by resolution of the board and written notice to the delegate (or by any other method provided for in the 

     delegation):  

     (b) does not prevent the board or the board member performing the functions or the exercising the powers: 

     (c) does not affect the responsibility of the board for the actions of any delegate acting under the delegation: 

     (d) is not affected by any change in the membership of the board or of any committee or class of persons. 

Education & Training Act 2020 - Control and management of State schools 

130 Principal is chief executive of the board in relation to school’s control and management 
 (1) A school’s principal is the board’s chief executive in relation to the school’s control and management. 

 (2) Except to the extent that any enactment, or the general law of New Zealand, provides otherwise, the principal— 

    (a) must comply with the board’s general policy directions; and 

    (b) subject to paragraph (a), has complete discretion to manage the school’s day-to-day administration as they think fit. 

http://www.legislation.govt.nz/act/public/2020/0038/latest/link.aspx?search=sw_096be8ed81a01d17_principal_25_se&p=1&id=LMS106157


  

Pukekohe High School Governance 

Framework 

Part B: Governance policies - How we work as a board 
 

 Outcome statements  Approved/ 

reviewed 

 Next review 

1. Board roles and responsibilities 

policy 

The board of trustees is focused on 

governance that fosters and supports the 

ongoing improvement of student progress 

and achievement. 

March 2022 Triannually  

2. Trustee code of behaviour policy The board will act in an ethical and 

respectful manner. 
March 2022 Triannually  

3. Trustee remuneration and 

expenses policy 

Remuneration and reimbursement of 

expenses to trustees is transparent, fair and 

reasonable. 

March 2022 Triannually  

4. Conflict of interest policy The board effectively manages actual, 

potential and perceived conflicts of interest 

ensuring the integrity of board decisions 

and reputation of board members. 

March 2022 Triannually  

5. Chair role description policy The board is effectively led. March 2022 Triannually  

6. Staff trustee role description 

policy 

The staff representative brings a staff 

perspective to board discussion and decision 

making. 

March 2022 Triannually  

7. Relationship between chair and 

principal policy 

The relationship between the chair and the 

principal is based on trust, integrity and 

mutual respect. 

March 2022 Triannually  

8. Principal performance 

management policy 

A fair and transparent performance 

management process recognises the 

professionalism of the principal and the 

accountabilities of the board. 

March 2022 Triannually  

9. Schedule A – Summary of 

Delegations 

An easy to access summary of 

delegated authority March 2022 
As 

required 

 

 



1. Board roles and responsibilities policy 
Outcome statement 
The board of trustees is focused on governance that fosters and supports the ongoing improvement of student progress and 
achievement. 

Scoping 
The board is a body corporate whose policies and decisions exist in perpetuity or until such time as they are rescinded or 

revoked. The board sets the strategic direction for the school and governs via its policies, which it entrusts to the principal to 

implement. 

Delegations 
Accountability rests with the whole board, with no individual trustee or committee having decision-making authority unless it 

has been delegated and documented. 

Expectations and limitations 

Board actions  Standards 

1. Sets the strategic 

direction and long-term 

plans and monitors the 

board’s progress against 
them. 

1.1 The board leads the annual charter/strategic plan review process 

1.2 

1.3 

The board sets/reviews the strategic aims by December 

The board approves the annual plan and targets and ensures the charter/strategic 
plan is submitted to the Ministry of Education by 1 March each year 

1.4 Regular board meetings include a report on progress towards achieving strategic aims 

1.5 The charter/strategic plan is the basis for all board decision making 

2. Monitors and evaluates 

student progress and 

achievement, including 

students with differing 

needs. 

2.1 The board approves an annual review schedule covering curriculum and student 

progress and achievement reports 

2.2 Reports are received at each regular board meeting from the principal on progress 

against the annual plan, highlighting risk/success 

2.3 Information reported to the board is thoughtfully discussed, critiqued and challenged 

2.4 Targets in the annual plan are met, the curriculum policy is implemented and there is 

satisfactory performance of curriculum priorities 

3. Ensures that the school 

is a safe place for all 

students and staff. 

3.1 

 

3.2 

All reasonable steps are taken to eliminate racism, stigma, bullying and any other 

forms of discrimination 

Students’ rights under the Education & Training Act 2020, the New Zealand Bill of 

Rights Act 1990 and the Human Rights Act 1993 are honoured 

4. Ensures the school 

gives effect to Te Tiriti o 

Waitangi  

4.1 

 

4.2 

 

4.3 

Plans, policies and local curriculum reflect local tikanga Māori, mātauranga Māori and 
te ao Māori 

All reasonable steps are taken to make instruction available in tikanga Māori and te 
reo Māori 

Māori students achieve equitable outcomes 

5. Protects the special 

character of the school 

(State integrated 

schools/special 

character schools).  

Protects the different 

character of the school 

5.1 Special character /different character / principle of Te Aho Matua and any special 

characteristics is obviously considered in all board decisions 

5.2 Special character / different character / principles of Te Aho Matua and any special 

characteristics report is included at every board meeting as part of the principal’s 
report 

http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_conduct_25_se&p=1#LMS274886
http://www.legislation.govt.nz/act/public/1990/0109/latest/DLM224792.html
http://www.legislation.govt.nz/act/public/1990/0109/latest/DLM224792.html
http://www.legislation.govt.nz/act/public/1993/0082/latest/DLM304212.html


(designated character 

schools) 

Protects the principles of 

Te Aho Matua and any 

special characteristics 

(Kura Kaupapa Māori) 

6. Appoints, assesses the 

performance of and 

supports the principal. 

6.1 Principal’s performance management system is in place and implemented 

7. Approves the budget 

and monitors financial 

management of the 

school. 

7.1 Budget is approved by the first meeting each year 

7.2 Satisfactory performance of financial management against budget is in evidence 

8. Effectively manages 

risk. 
 

8.1 

 

The board has an effective governance model in place 

8.2 The board remains briefed on internal/external risk environments and takes action 

where necessary 

8.3 The board identifies trouble spots in statements of audit and takes action if necessary 

8.4 The board ensures the principal reports on all potential and real risks when 

appropriate and takes appropriate action 

9. Ensures compliance 

with legal requirements. 
9.1 New members read and understand the governance framework including policies, the 

school charter/strategic plan, board induction pack and requirements and expectations 
of board members 

9.2 New and continuing members are kept aware of any changes in legal and reporting 

requirements for the school 

9.3 The board seeks appropriate advice when necessary 

9.4 Accurate minutes of all board meetings are approved by the board and signed by the 

presiding member 

 9.5 Individual staff/student matters are always discussed in public-excluded session 

9.6 Board meetings have a quorum 

10. Ensures board members 

attend board meetings 

and take an active role. 

10.1 Board meetings are effectively run 

10.2 Members attend board meetings having read board papers and reports and are ready 

to discuss them 

10.3 Attendance at 80% of meetings (minimum) 

10.4 No unexplained absences at board meetings (three consecutive absences without prior 

leave results in immediate step-down – refer Education & Training Act 2020, schedule 

23, clause12 (1) (c) 

11. Approves major policies 

and programme 

initiatives. 

11.1 The board approves programme initiatives as per policies 

11.2 The board monitors implementation of programme initiatives 

12. Approves and monitors 

human resource 

policy/procedures, which 

ensures effective 

practice and contributes 

to its responsibilities as 

12.1 The board becomes and remains familiar with the broad employment conditions that 

cover employees (staff employment agreements and arrangements) 

12.2 

12.3 

The board ensures there are personnel policies in place and they are adhered to  

The board ensures there is ongoing monitoring and review of all personnel policies 

http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_vacancy_25_se&p=1#LMS177826
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_vacancy_25_se&p=1#LMS177826


a good employer. 12.4 The board reports annually on compliance with its personnel policy on being a good 

employer (including the equal employment opportunities programme) 

13. Deals with disputes and 

conflicts referred to the 

board as per the 

school’s concerns and 
complaints procedures. 

13.1 Successful resolution of any disputes and conflicts referred is achieved 

14. Represents the school 

in a positive, 

professional manner. 

14.1 Code of conduct is adhered to 

15. Oversees, conserves 

and enhances the 

resource base. 

15.1 Property/resources meet the needs of the school’s aims 

16. Effectively hands over 

governance to new 

board members at 

election time. 

16.1 New board members are provided with induction and a copy of the board’s governance 
manual 

16.2 New board members are fully briefed and able to govern following attendance at an 

orientation programme 

16.3 Appropriate delegations are in place as per the Education (School Boards) Regulations 

2020, regulation 8 

16.4 Board and board members participate in appropriate ongoing professional development 

 

Legislative compliance 

Education & Training Act 2020 

Education (School Boards) Regulations 2020                                                        

Human Rights Act 1993 

New Zealand Bill of Rights Act 1990 

Employment Relations Act 2000 

Public Service Act 2020 

Privacy Act 2020 

 

 

Reviewed:   March 2022 Next review: March 2025 

 

 

 

 

 

 

 

 

 

http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html#LMS382692
http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html#LMS382692
http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_conduct_25_se&p=1#LMS274886
http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html#LMS382692
http://www.legislation.govt.nz/act/public/1993/0082/latest/DLM304212.html
http://www.legislation.govt.nz/act/public/1990/0109/latest/DLM224792.html
http://www.legislation.govt.nz/act/public/2000/0024/latest/DLM58317.html?src=qs
http://www.legislation.govt.nz/act/public/2020/0040/latest/LMS106159.html
http://www.legislation.govt.nz/act/public/2020/0031/latest/LMS23223.html


2. Trustee Code of Behaviour Policy 
Outcome statement 
The board will act in an ethical and respectful manner 

Scoping 

Every member of the board will have access to the code of behaviour and opportunities to discuss its expectations of their 

conduct. Board business will be conducted in an ethical and respectful manner, in accordance with legislation and board policy. 

Expectations and limitations 

As members of an effective governance team, each member of the board of trustees shall: 

● ensure the needs of all students and their achievement is paramount 

● show commitment to school and its vision 

● maintain and understand the values and goals of the school 

● protect the special character of the school 

● publicly represent the school in a professional manner 

● act as good employer 

● respect the integrity of the principal and staff 

● observe the confidentiality of non-public information acquired in their role as a trustee and not disclose to any other persons  

● 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 publicly with one voice through board policies and endeavour to ensure that any disagreements with the board’s 
stance are resolved within the board 

● in the course of board meetings, disclose any interests in a transaction or decision where they, their family and/or partner, 

employer or close associate may receive a benefit or gain and leave the meeting for the duration of discussion and/or voting 

in relation to the matter 

● recognise the lack of authority in any individual trustee or committee/working party of the board in any interaction with the 

principal or staff 

● recognise that only the chair (working within the board’s agreed chair role description or delegation) or a delegate working 
under written delegation can speak for the board 

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

● be open to receiving appropriate professional development. 
Legislative compliance 

Education & Training Act 2020 

 

Reviewed: March 2022 Next review: Annually - March 2025 

 

3. Trustee Remuneration and Expenses 

Policy 
Outcome statement 

Remuneration and reimbursement of expenses to trustees is transparent, fair and reasonable. 

Scoping 

The board exercises its right to set the amount that the chair and other board members are reimbursed for attendance at board 

meetings. These honoraria cover the expense of attending board meetings and are not payment for work undertaken. 

The principal, as a member of the board, is entitled to the same payment as all other trustees except the chair.  

http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=sw_096be8ed81a01d17_conduct_25_se&p=1#LMS274886


Any other payments or reimbursements are at the discretion of the board. 

Expectations and limitations 

Currently at Pukekohe High School: 

● the chair receives $75 per board meeting 

● elected board members receive $55 per board meeting 

● there is no payment for working group/committee meetings 

● these honoraria are non-taxable within the agreed “allowed exemptions”. Payments of up to $55.00 for a board member and 
$75.00 for the presiding member to attend a board meeting are defined as “expenditure incurred in the production of the 

payment” and are exempt from withholding tax 

● there is a limit on the number of payments for attending meetings in any one year that are exempt from withholding tax. 

Annual “allowed exemptions” are $605 per board member (equivalent to 11 meetings per school year at $55.00 a meeting) 

and $825 for the chair (equivalent to 11 meetings at $75.00 a meeting).  

● costs associated with attendance at professional development sessions may be met by the board but prior approval must be 

sought 

● all other reimbursements are at the discretion of the board and must be approved prior to any spending occurring. 

 

Compliance 

Income Tax Act 2007 

 

IRD Honoraria payments to school trustees 

 

 

 

Reviewed: March 2022 Next review:  March 2025 

 

 
 

4. Conflict of Interest Policy 
Outcome statement 

The board effectively manages actual, potential and perceived conflicts of interest ensuring the integrity of board decisions and 

the reputation of board members. 

Scoping 

The board shall document and detail any interests, relationships or holdings that could potentially result in a conflict of interest.  

Board members who have a conflict of interest shall be excluded from relevant board meetings (or relevant parts of board 

meetings). 

Expectations and limitations 

All staff and board members will effectively manage conflicts of interest between the interests of the school on one hand and 

personal, professional and business interests on the other. This includes managing potential and actual conflicts of interest as 

well as perceptions of conflicts of interest. 

Any board member who has a pecuniary interest or any other interest that may influence them in carrying out their duties and 

responsibilities as a board member must be excluded from any meeting while the board discusses, considers, considers anything 

relating to or decides on the matter. 

Any board member who is a member of the board’s staff must be excluded from any meeting while the board discusses, 
considers, considers anything relating to or decides on any matter relating to their own employment or a complaint received 

against them. 

Any board member who is a student enrolled at the school must be excluded from any meeting while the board discusses, 

considers, considers anything relating to or decides on any matter relating to them as an individual student. 



In the course of board meetings, board members will disclose any interests in a transaction or decision where their family and/or 

partner, employer or close associate will receive a benefit or gain. After disclosure, the person making the disclosure will be 

asked to leave the meeting for the discussion and will not be permitted to vote on the matter.  

If so many board members are conflicted that a quorum cannot be formed, the board will form a committee of non-conflicted 

members with appropriate delegation. 

 

Procedures/supporting documentation 

Financial policies 

Monitoring 

Monitored during the Board decision making process. Conflicts of interests declared.  

Legislative compliance 

Education (School boards) Regulations 2020 

 

Reviewed:  March 2022 Next review: March 2025 

 

 

5. Chair Role Description Policy 
Outcome statement 
The board is effectively led. 

Scoping 

The chair presides over board meetings and ensures that each board member has a full and fair opportunity to be heard and 

understood by the other members of the board and that decisions that are in the best interest of the school, its students and staff 

are reached. 

The chair is the leader of the board and works on behalf of the board with the principal on a day-to day basis.  

The chair establishes and nurtures a positive professional working relationship with the principal. 

The chair represents the board to the broader community and works in partnership with the principal to safeguard the integrity of 

the board’s processes. 

The chair often represents the board to the school and wider community and agencies such as the Ministry of Education and the 

Education Review Office and carries a responsibility to safeguard the integrity of the board. 

Delegations 

The board delegates management of the relationship between the board and the principal to the chair. 

In the absence of the chair, the expectations and roles will be delegated to the deputy chair. 

The board delegates to the chair (and deputy chair if the chair is unavailable) the following authority:  

• The chairperson shall be the joint spokesperson, with the principal, for the Board on all matters relating to the School and 

Board. 

• The Chairperson shall have the authority to make decisions, in consultation with the principal and deputy chairperson, that 
bind the Board when urgent matters require a decision (such as an emergency) and the convening of a Board meeting is not 
practicable under the circumstances of the emergency. 

• The Chairperson shall represent the Board on all other day to day matters, including corresponding on the Board's behalf. 

 

http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html


Expectations and limitations 

The Chair: 

● Will be appointed by election at the first board meeting of the year except in a triennial board election year where it shall be at 
the first meeting of the board held after the election*. 

● Leads the board aiming to build a cohesive team.  
● Acts within board policy and delegations at all times and not independently of the board. 
● Welcomes new board members, ensures that disclosure of any conflicts of interest is made and the code of conduct is 

understood (and signed) and leads new member induction 
● Assists board members’ understanding of their role, responsibilities and accountability, including the need to comply with the 

board code of conduct policy 

● Ensures the work of the board is completed 
● Sets the board’s meeting agenda and ensures that all board members have the required information for informed discussion 

of the agenda items 
● Ensures the meeting agenda content is only about those issues that, according to board policy, clearly belong to the board to 

decide clearly defining the separation between management’s operational role and the Trustee’s governance role.  
● Lead board meeting and presides of any disputes so that such meetings are conducted in accordance with the Education & 

Training Act 2020, the Education (School Boards) Regulations 2020, the relevant sections of the Local Government Official 
Information and Meetings Act 1987 and any board policies and protocols*. 

●  Support and encourages participation by all board members. 
●  Represents the board to external parties as an official spokesperson for the school except for those matters where this has 

been delegated to another person.  
●  Is the official signatory for the board, including for annual accounts*. 
●  Is responsible for promoting effective communication between the board and wider community, including communicating 

appropriate board decisions. 
●  Establishes and maintains a productive working relationship with the principal. 
●  Ensures the principal’s performance agreement and review are completed on an annual basis. 
●  Ensures concerns and complaints are dealt with at the appropriate level, according to the school’s concerns and complaints 

procedures 

● Ensures any potential or real risk to the school or its name is communicated to the board. This includes any concern or 
complaint.  

* Legislative requirement 

 

Procedures/supporting documentation 

Governance policies and protocols 

Board code of conduct 

School delegations list 

 

Monitoring 

Role description reviewed at start of each year and before Chair appointed. 

Legislative compliance 

Education & Training Act 2020              Education (School boards) Regulations 2020   Local Government Official Information and 

Meetings Act 1987            Official Information Act 1982                    Privacy Act 2020 

 

Reviewed: March 2022 Next review: Month prior to meeting when chair is elected 

 

 
 

 

 

http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=qs_act%40bill%40regulation%40deemedreg_education+and+training+act_resel_25_h&p=1#LMS170676
http://www.legislation.govt.nz/regulation/public/2020/0193/latest/whole.html#LMS382687
http://www.legislation.govt.nz/act/public/1987/0174/latest/DLM122242.html?src=qs
http://www.legislation.govt.nz/act/public/1987/0174/latest/DLM122242.html?src=qs
http://www.legislation.govt.nz/act/public/1982/0156/latest/DLM64785.html
http://www.legislation.govt.nz/act/public/2020/0031/latest/whole.html#LMS23223


6. Staff/ Student Trustee Role Description 

Policy 
Outcome statement 

The staff/ student representative brings a staff / student perspective to board discussion and decision making. 

Scoping 

As a trustee, the staff / student representative is elected by their peers to serve the interests of the school at governance level. 

They have equal voice, vote, standing and accountability to any other board member. 

Expectations and limitations 
 

Staff representative accountability measures  Standard 

1. To work within the board’s charter/strategic plan. 1

.1 
The charter/strategic plan is obviously considered in 

board decisions. 

2. To abide by the board’s governance and 
operational policies. 

2
.1 

The staff trustee has a copy of the governance manual 

and is familiar with all board policies. 

3. The staff / student trustee is first and foremost a 

trustee and must act in the best interests of the 

students at the school at all times. 

3

.1 

3
.2 

The staff / student trustee is not a staff advocate. 

The staff/ student  trustee does not bring staff concerns to 

the board. 

4. The staff / student trustee is bound by the trustee 

code of behaviour. 

4
.1 

The staff / student trustee acts within the code of 
behaviour. 

5. It is not necessary for the staff / student trustee to 

prepare a verbal or written report for the board 

unless specifically requested to by the board. 

5

.1 
No regular reports are received unless a request has 

been made by the board on a specific topic. 

Procedures/supporting documentation 
 

Monitoring 

 

Legislative compliance 

 

Review schedule: Triennially March 2025 

 

7. Relationship between Chair and Principal 
Policy 

Outcome statement 
The relationship between the chair and the principal is based on trust, integrity and mutual respect. 

Scoping 

A positive, productive working relationship between the principal and the chair is both central and vital to the school. 



The chair and principal should act as sounding boards, both supporting and challenging, in order to hold the school to account for 

achieving the goals and targets that have been set. 

The chair has no authority except that granted by the board. The chair does not act independently of the board. 

Delegations 

In the absence of the chair, the expectations and roles will be delegated to the deputy chair. 

Expectations and limitations 

● The chair and principal must work as a team, and there should be no surprises. 

● The relationship must be professional. 

● Each must be able to counsel the other on performance concerns. 

● The chair supports the principal and vice versa as appropriate. 

● Each agrees not to undermine the other’s authority. 

● There is agreement to be honest with each other. 

● Each agrees and accepts the need to follow policy and procedures. 

● Neither party will deliberately hold back important information from each other or from the board. 

● Neither party will knowingly misinform the other or the board. 

Procedures/supporting documentation 

 

Monitoring 

Ongoing monitoring. Reviewed as part of annual Principal appraisal programme. 

Legislative compliance 

 

 

Reviewed: Triannually  Next review: March 2025 

 

8. Principal Performance Management Policy 
Outcome statement 
A fair and transparent performance management process recognises the professionalism of the principal and the accountabilities 

of the board. 

Scoping 

An annual performance agreement will be established between the board and principal and be in place at the beginning of each 

school year. 

The principal’s performance against this agreement will be reviewed throughout the year, and a final report will be prepared and 

presented to the board at the end of the school year. 

The prime focus of the agreement will be that every student at the school is able to attain their highest possible standard in 

educational achievement. 

A budget for professional expenses and for professional development will be established annually in accordance with the 

principal’s professional development plan contained in their performance agreement and be included in the budget. 
Allocation of funds to this budget will be within the context of the overall annual budget and financial position.  Spending 

within budget is with the approval of the board. Any overseas trips for professional development must be approved by the 

board of trustees at least one term in advance of the event. 

Professional development expenses may include but are not confined to continuing education, books and periodicals, 

mentoring and attendance at professional conferences. 



Delegations 

The chair (or personnel committee of the board) will ensure an annual performance review is carried out in accordance with this 

policy. 

Expectations and limitations 

● The review process will occur annually, providing a written record of how the principal has performed as per the terms of the 

performance agreement and identifying professional development needs. 

● The principal’s performance will be formally reviewed on an annual basis by the Chair and a member of the board and, 

optionally at the board’s choice, an independent consultant who specialises in education. 

● Those delegated or contracted to perform the review process shall have written formalised instructions specifying the 

responsibilities of the role. 

● There will be three interim reviews, one each term preceding the annual formal review, between the principal and chair or 

delegate(s) to discuss progress. 

● The principal will be reviewed on the criteria set out in the performance agreement – performance objectives, professional 

standards, learning and development objectives, execution of budget and fulfilment of additional duties that require 

concurrence payment. 

● If the principal and the board disagree on the performance objectives, the board, after considering the principal’s input, will 
amend the disputed objectives or confirm the unchanged objectives. The board’s decision will be final. 

● The board chair, delegate(s) and consultant may gather information from staff, parents or any other relevant members of the 

larger school community who can provide feedback on how the principal has performed. Evidence may include surveys, 

self-review, teaching observation (if relevant), interviews, focus groups or documentary evidence. 

● The principal and delegate(s) will meet for a formal interview to discuss whether the performance agreement has been 

satisfied, with the principal given the opportunity to discuss and comment on each criterion before a rating is given. The 

results will then be drafted into a report by the delegate(s) and sent to the principal. The principal can accept the report or 

dispute the report. If the report is disputed, the delegate(s) will consider the principal’s views before deciding to either amend 
the report in accordance with the principal’s views or let the report stand with the principal’s comments attached. 

● The chair/delegate(s)/consultant will present the final report/summary back to the board with the result of the review. The 

principal may/may not be present at the presentation and/but will have the opportunity to address the board. The principal 

will then exit, and further discussion may continue among the board. 

● The principal will be informed personally and in writing of the final outcome following the report discussion. 

● The performance agreement and results of the review are confidential to the principal, the board and their agents unless 

both parties agree to wider distribution. 

Procedures/supporting documentation 

Principal performance agreement 

Primary Principals Collective Agreement

Monitoring 

Annual appraisal programme 

Legislative compliance 

Education and Training Act 2020 – sections 127 & 130 

 

Reviewed: Triannually Next review: March 2025 

 

 

 

 

 

http://www.legislation.govt.nz/act/public/2020/0038/latest/whole.html?search=qs_act%40bill%40regulation%40deemedreg_education+and+training+act_resel_25_h&p=1#LMS274508


 

Part C: Governance Processes and 

Procedures 

Ways in which we ensure effective governance 

 

 Approval date Reviewed Next 
review 

1. Meeting protocols March 2022   

1.1 Public attending board meetings March 2022   

2. Committee principles March 2022   

2.1 Student behaviour management committee terms of 
reference 

March 2022 
  

2.1 Finance committee terms of reference and annual 

calendar 
March 2022 

  

Human Resources (HR) terms of reference March 2022   

3. Trustee induction process -   

 

C1 Meeting protocols 
 

The board of trustees of Pukekohe School is committed to effective and efficient meetings and, to this end, sets out 

the following guidelines for the conduct of board meetings. 

Timing of meetings 

● Dates and times of meetings will be set in the board workplan and usually held on the third Monday of the month, starting at 

6:00pm and finishing no later than 9:00pm. 

● The annual meeting schedule will be published on the school website. 

● A resolution for an extension of time may be moved. 

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

● Other meetings may be scheduled as required by the board provided that 48 hour- notice is provided to the public.  

● Meetings about confidential matters may be scheduled at shorter notice the consent of the majority of Trustees.  

 

Agenda and meeting papers 

● The chair is responsible, in liaison with the principal, for the preparation of an agenda prior to each meeting.  The chair will 

ensure all board members have the opportunity to place items on the agenda.   

● The principal is to ensure that secretarial services are provided to the board. 

● Agenda items are to be notified to the chair by 9am on the Monday prior to the meeting i.e. a week’s notice will be provided.  

● All items in the agenda are to be supported by a written report that carries a recommended course of action and where 

appropriate be supplemented by supporting material. 

● The agenda and board papers will be circulated to board members on the Friday afternoon prior to the meeting i.e. 72 hour’s 



notice.  

● Correspondence that requires the board to take some action should be photocopied/scanned and distributed prior to the 

meeting.  

● Copies of the agenda for the part of each meeting that is open to the public should be made available at the meeting place for 

any members of the public and will be available on the school website by close of business on the Friday immediately prior to 

the meeting. 

● Late items will only be accepted with the approval of the chair in rare circumstances where a decision is urgent. 

● The order of the agenda may be varied by resolution at the meeting. 

● The agenda is to be collated with the items placed in order and marked with an agenda item number. 

● Papers requiring reading and consideration will not be accepted if tabled at the meeting. 

Public participation 

● The board meeting is a meeting open to the public rather than a public meeting. 

● Only trustees have automatic speaking rights. 

● Public participation is at the discretion of the board. 

● Public attending the meeting, including staff members not elected as the staff representative, are given a notice about their 

rights regarding attendance at the meeting – see C1.1 Public attending board meetings. 

Electronic Meetings 

Regulation 12(3) of the Education (School Boards) Regulations 2020 allows school boards to hold meetings via audio, audio-visual, 

or electronic communication providing: a. all of the board members who wish to participate in the meeting have access to the 

technology needed to participate, and b. a quorum of members can simultaneously communicate with each other throughout the 

meeting. As board meetings are held in public the board will need to ensure community members can access the meetings to 

observe/ listen.  

Exclusion of the public 

● The meeting may, by resolution, exclude the public (going into committee) and news media from the whole or part of the 

proceedings in accordance with the Local Government Official Information and Meetings Act 1987. The wording to be used in 

the motion to exclude the public is found in Schedule 2A of the Act. The board must make the reasons for excluding the public 

clear. Excluding the public is most often used to ensure privacy of individuals or financially sensitive issues.* 

● Persons may be asked to remain after the public has been excluded because they possess knowledge that will be of 

assistance in relation to the matter to be discussed. The board must pass a resolution that they may remain. 

Conduct of meetings 

● Meetings will be run in accordance NZS 9202 Model Standing Orders for Meetings of Local Authorities and Community 

Boards.  

● A quorum of more than half the members currently holding office is required.* 

● Trustees will declare any conflict of interest at the beginning of the meeting. 

● Any trustees with a conflict or 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.* A pecuniary interest arises when a trustee may be financially 

advantaged or disadvantaged as a result of decisions made by the board (contracts, pay and conditions). A conflict of interest 

is when an individual trustee could have or could be thought to have a personal stake in matters to be considered by the 

board. 

● The chair shall be appointed by election at the first meeting of the year except in the triennial election year where it will be at 

the first meeting of the newly elected board.* 

● The board will appoint a deputy chair. 

● The elected chair (or, in their absence, the deputy chair) presides at meetings. The chair has the authority to: 

o Establish a speaking order. That ensures each Trustee has the right to speak once and that the mover of the motion 

has a right or reply.  

o Call ‘progress’ if a speaker is repetitive or not speaking to the motion. 

● Only apologies received from those who cannot be present must be recorded.  

● Trustees who miss three consecutive meetings without the prior leave of the board cease to be members. An apology does not 

meet the requirement of prior leave. To obtain prior leave, a trustee must request leave from the board at a board meeting, and 

the board must make a decision whether or not to grant it.* 

● Points of order are questions directed to the chair that require an answer or a ruling. They are not open to debate and usually 



relate to the rules for the running of a meeting. 

● The board’s normal meeting procedures may be suspended by resolution of the meeting. 

Decision-making process 

● All decisions are to be taken by open voting by all trustees present. 

● In the event of tied voting on a resolution, the chair may exercise a casting vote in addition to their deliberative vote.* 

● A motion is a formal proposal for consideration. All motions and amendments moved in debate must be seconded unless 

moved by the chair and are then open for discussion. 

● 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. 

● When a matter cannot be resolved or when further information is necessary before a decision can be made, the matter can be 

left unresolved for future discussion. 

Board resolutions via electronic means (e-resolutions)   

Regulation 17 of the Education (School Boards) Regulations 2020 allows school boards to pass resolutions by post, delivery, or 

electronic communication (email).  This can be used by the board to make a resolution where they otherwise would have been 

unable to meet.  Resolutions passed in this way must be unanimously agreed to by all board members currently in office.    

 If the board is passing a resolution by email, emails from board members assenting to the resolution should be from board 

members’ known email addresses. This would provide sufficient proof of identification and agreement with the resolution from the 

board member concerned. It would not be necessary to provide an actual “electronic signature”.  Unanimous resolutions passed by 
electronic means should be included in the schedule of correspondence at the next board meeting. This then becomes part of the 

board’s official written record and avoids the danger of a resolution being filed away and forgotten about or lost.  

Minutes 

● Board meeting minutes will be taken by a contracted, paid minute secretary who is not a member of the board. 

● The minutes are to clearly show resolutions.  

● Minutes are distributed electronically to the board as quickly as possible. Requests for corrections or amendments should be 

submitted by email to the chair as soon as possible to ensure accurate minutes can be confirmed at the next meeting. 

● Minutes to be tabled for approval should be included in the documentation made available to all board members prior to the 

meeting. 

● All agendas and minutes will be posted on the school website to allow for easy review by Trustees and the public.  

 

Special meetings* 

● A special meeting may be called by delivery of notice to the chair signed by at least one-third of trustees currently holding 

office. 

● A special meeting can be requested by the Chair. This must be supported by at least one-third of the trustees currently holding 

office and where a conflict of interest is not present. 

● Meetings can be held via audio, audio and visual or electronic communication providing: 

o all trustees who wish to participate in the meeting have access to the technology needed to participate, and 

o a quorum of members can simultaneously communicate with each other throughout the meeting. 

* Legislative requirement 

C1.1 Public attending Board Meetings 

The board of trustees welcomes public presence at board meetings and hopes that members of the public enjoy their time 

observing board meetings. Members of the public include staff, students and parents of the school who are not trustees on the 

board. 

These procedures will be provided to members of the public attending meetings so that they understand the rules that apply and 

will be followed unless otherwise authorised by the board: 



● Board meetings are not public meetings but meetings held in public. 

● If the meeting moves to exclude the public (usually to protect the privacy of individuals), members of the public will be asked 

to leave the meeting until this aspect of business has been concluded. 

● Members of the public may request speaking rights on a particular subject that is on the agenda. Preferably, this request has 

been made in advance. Public participation is at the discretion of the board. 

● Speakers shall be restricted to a time limit of 15 minutes per interest group. 

● No more than 3 speakers on any one topic. 

● Speakers are not to question the board and must speak to the topic. 

● Board members will not address questions or statements to speakers. 

● Speakers shall not be disrespectful or offensive or make malicious statements or claims. 

● If the chair believes that any of these have occurred or the speaker has gone over time, they will be asked to finish. 

This procedure approved by the board of trustees on March 2022: 

C.2 Committee Principles 
The board may set up committees/working parties to assist it to carry out its responsibilities and due process (e.g. staff 

appointments, finance, property, disciplinary). 

The Education Act 1989 Schedule 6 (17) gives the board the authority to delegate any of its powers to a special committee, except 

the power to borrow money. 

Board committees: 

● Are to be used sparingly to preserve the board functioning as a whole when other methods have been deemed inadequate. 

● Can include non-board members but at least one must be a trustee. 

● May not speak or act for the board except when formally given such authority for specific and time-limited purposes – such 

authority will be carefully stated in order not to conflict with authority delegated to the principal or the chair 

● Assist the board chiefly by preparing policy alternatives and implications for board deliberation. 

● Are intended to assist the board and not to advise or carry out the work of staff. 

● Must act through the board and can only recommend courses of action unless they hold delegated authority to act on the 

board’s behalf. 

● Are to have terms of reference drawn up as required, usually containing information as to their: 

o Purpose 

o Membership 

o Delegated authority. 

 

The board of Pukekohe High School currently has the following standing committees 

● Student Discipline Committee 

● Finance and Property Committee 

● Human Resources (HR) Committee 

Any other committees established for special purposes should conform to the above principles. 

 

This procedure approved by the board of trustees on March 2022: 

 

 



 

 

C2.1 Student Behaviour Management 

Committee Terms of Reference 
Purpose 

To ensure that all processes relating to the suspension of students adhere to the requirements of the Education Act 1989, 

Education Rules 1999 and Ministry of Education guidelines. 

Committee members 

All members of the board excluding the principal. The chair of the committee is the board chair or, in the chair’s absence, will be 

determined by the committee. The quorum for the committee shall be three trustees. 

Delegated authority 

Under Schedule 6 section 17 of the Education Act 1989, certain powers of the board shall be delegated to the student disciplinary 

committee of the board of trustees. The Board delegates to the Student Discipline Committee the authority to: 

● The Student Discipline Committee will be chaired by a designated member of the Board. The Chair has authority to delegate 

that function to any other eligible Board member. 

● The Principal, student representative and staff representative are ineligible to be members of this Committee when convened 

for disciplinary hearings. 

● All other Board members will be members of this Committee and the quorum at any meeting or hearing will be a minimum of 

two Board members. 

● Carry out the role of the Board of Trustees; 

• Make any decisions under the Education Act 1989 in relation to students that are suspended. This includes the power to lift or 

extend a suspension, with or without conditions, or exclude or expel a student, without further recourse to the Board; 

• Consider any requests for review or reconsideration and make any decision as necessary. 

● Decisions of the Committee may be appealed to the full Board. 

● The Student Discipline Committee will report to the Board after each hearing. 

 

The board expects that committee will: 

• Act in fairness, without bias or prejudice and with confidentiality. 

• Act within legislation and the Ministry of Education guidelines. 

• Act only on written and agreed information, not verbal hearsay. 

• Use processes of natural justice in discipline hearing procedures.  

• Make recommendations on discipline matters to the board as necessary, or decide the outcome of any student disciplinary 

meeting.  

The board will be kept informed by the principal of the number of stand-downs, suspensions, exclusions and expulsions at each 

board meeting. 

 

 

Review schedule: Triennially 

 

 



C2.2 Finance and Property Committee Terms 

of Reference 
Purpose 

The Finance and Property Committee is formed to provide guidance to the principal and board in the financial management of the 

school. 

Scoping 

The board of trustees has overall responsibility for the financial management of the school but delegates the day-to-day 

management of the school’s finances and budget to the principal. 

 

As a committee of the board, the Finance and Property Committee is responsible for providing guidance to the principal on 

financial matters. 

 

The Finance and Property Committee will be chaired by a designated parent member of the Board. The Principal and Business 

Manager will be members of this Committee. At least two Board members will be on the Committee with the Principal and the 

quorum will be a minimum of two members.  

 

Delegated authority 

The Finance and Property Committee is responsible to the board for: 

● Reviewing financial reports provided and monitoring financial performance. The Committee should query items as deemed 

necessary and should approve the monthly financial report. 

● Reviewing monthly health and safety reports and providing oversight of this function within the school. 

● Recommending, in association with the principal, an annual operating and capital budget. 

● Monitoring and reporting on the annual budget via the principal and business manager. 

● Reviewing on behalf of the board accounts passed for payment by the school. 

● Advising on additional funding sources. 

● Recommending changes to financial policy. 

● Overseeing the preparation of the annual accounts for board approval. 

● Assisting the principal in reporting financial performance to parents and the community 

● Preparing special reports for consideration by the board. 

● Annually reviewing the school’s risk management needs and insurance cover. 

● Assessing and making recommendations to the board on requests for spending on individual items outside of budget.  

● The Board delegates to the Committee the authority to make decisions on matters of finance and property only when 

urgency is required, and this will be reported to the Board at the next meeting. 
 

Review schedule: Triennially 

 

Finance committee annual calendar 

Date Action required 

28 February Finance committee self-review and plan for the year. 

31 March Annual accounts prepared and forwarded to the auditors. 

30 April 

Annual review of 10-year property plan completed by the property committee and available as an input 

document for budgeting purposes. Note that this should also encompass normal cyclical maintenance and 

capital works. 



31 May Community reporting on financial performance. 

30 June Ensure any issues raised by the auditor have been addressed. 

31 August Annual review of risk management needs and insurances. 

30 September Annual plan available as an input document for preparation of the budget. 

31 October Initial annual budget recommendations submitted to the board. 

30 November Revised annual budget (if required) submitted to the board for approval. 

 

 

Review schedule: Triennially 

 

 

 



C2.3 Human Resources (HR) Committee Terms 

of Reference 
Purpose 

The HR committee is formed to ensure that the board manages its responsibilities as an employer and shall have the power to 

meet and consider any serious conduct issues that are referred to it by the Principal under clause 3.4.3 of the STCA 

Scoping 

The board of trustees has overall responsibility for the employment and management of human resources for the school but 

delegates the day-to-day management to the principal.  

The HR sub-committee shall have the power to meet and consider any teaching staff complaints that are referred to it by the 

Principal under Clause 3.4.3 of the Secondary Teachers Collective Agreement. The HR committee will be chaired by the 

Chairperson or Deputy Chairperson of the Board. Two other parent Board members will be on the committee and the quorum will 

be a minimum of two Board members. The principal will be an ex-officio member of the committee. The student representative 

and staff representative are ineligible to be members of this Committee. 

 

Delegated authority 

The HR Committee is delegated responsibility by the board for: 

● Meeting and considering any serious conduct issues that are referred to it by the principal under clause 3.4.3 of the STCA. 

● Review of any penalties imposed on a staff member, at the request of that staff member or their representative. 

● The HR Committee may commence disciplinary procedures, including an investigation, convene a disciplinary hearing, and 

issue sanctions including warnings or the termination of employment, without further recourse to the Board. 

● The Committee may also suspend staff during an investigation or disciplinary process, or review the suspensions of staff by 

the principal, and decide to confirm, revoke or otherwise deal with the suspension. 

● Providing direction, the principal on behalf of the Board about urgent HR matters.  

● The HR Committee will report to the Board on an as required basis. 

 

 

 

Review schedule: Triennially 
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Trustee Induction Process 
The board is committed to ensuring continuity of governance and a smooth transition when trustees join the 

board. New trustees will receive a welcome letter on their joining the board which includes: 

● where and when they can pick up their governance folder 

● the suggested date of the induction 

● an outline of what will be covered in the induction meeting 

● the date of the next board meeting 

● chair and principal contact details. 

New trustees will be issued with a governance manual (either electronically or in hard copy) containing copies of 

the school’s: 

● strategic and annual implementation plans 

● policies 

● current budget and capital budgets 

● last ERO report 

● last annual report 

● triennial board workplan 

● minutes of the last three open board meetings 

● any other relevant material. 

New trustees will be invited to attend an induction, facilitated by the chair or delegate, which will include: 

● explaining board policy and other material in the governance folder 

● code of behaviour – trustees to sign and agree to work within the board’s code 

● overview of the requirements of the board chair role with reference to policy 

● introduction to the strategic plan and explanation of its importance 

● summary of any opportunities or risks facing the board 

● professional development from NZSTA 

● overview of first board meeting – election of board chair, delegations. 

● Introduction to financial management from the school’s financial services provider.  

The principal and chair or delegate will brief all new members on the organisational structure of the school.  

The principal will conduct a site visit of the school. 

New board members are to be advised of the professional development that is available from NZSTA and other 

relevant providers. 

After 3 months on the board, the effectiveness of the induction process is to be reviewed by the chair with the 

new members. The review will include the following aspects: 

● Did you feel welcomed onto the board? 
 

● Did you receive all necessary information in a timely manner? 
 

● Did you find the induction with the principal and chair to be effective? 

● How we could improve this induction process 
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Annual delegations 

 
Title Annual Delegations 

Date 2 May 2022 

Prepared By Simon Williams / Ben Stallworthy  

Approved By Ben Stallworthy, Chair 

Recommendation 

That the Pukekohe High School Board of Trustee: 

 

• Authorise the delegations of authority to committees and to school 

leadership listed in Attachment A of this report. 

 

 
Introduction  

The Pukekohe High School Board (the Board) regularly reviews and updates its schedule of delegated 

authorities.   

 

Analysis 

Attachment A is a schedule of delegated authorities that the Board makes to its committees and to the 

school’s leadership. 
 

The authorities are delegated based on the following considerations: 

 

• The delegation is a power granted by statute. It is listed in the schedule for the sake of 

transparency and to ensure that the person or committee exercising that power has certainty 

that the delegation is known and understood by the Board.  

 

• In case the person or committee is required to act quickly in an emergency. 

 

• Managing confidential HR or discipline related matters that require timely decision-making and 

confidentiality.  

 

The delegations are listed within the Governance Kaupapa and a brought together in this schedule review.  
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PHS School delegations 

Date of minuted 

delegation 

Personnel 

Delegations can be to a person or a committee. Committees must 

have a minimum of 2 persons, at least one of whom must be a 

board member. 

Delegated authority 

See individual committee terms of reference is contained within the board’s governance 
kaupapa. 

Term of delegation 

Delegation ceases at the date below or by 

earlier resolution of the board or, if no 

date, is ongoing. 

2/05/2022 Student Behaviour Management committee 

All current board members except the principal. A quorum 

of three trustees. 

That all current board members except the principal are delegated authority to 

be members of the board’s student suspension committee acting under the 
terms of reference for this committee including the following:  

• Make any decisions under the Education Act 1989 in relation to students 

that are suspended. This includes the power to lift or extend a suspension, 

with or without conditions, or exclude or expel a student, without further 

recourse to the Board; 

• Consider any requests for review or reconsideration and make any decision 

as necessary. 

 

Ongoing 

2/05/2022 Finance committee 

Lincoln Sharp (Board Member) 

Denis Murphy (Business Manager) 

Richard Barnett (Principal) 

That the finance committee members are delegated authority to be members 

of the board’s finance committee acting under the terms of reference for this 
committee including:  

 

● Reviewing financial reports provided and monitor financial performance. 

The Committee should query items as deemed necessary and should 

approve the monthly financial report. 

● Reviewing monthly health and safety reports and providing oversight of 

this function within the school. 

● Recommending, in association with the principal, an annual operating and 

capital budget. 

● Reviewing on behalf of the board accounts passed for payment by the 

school. 

● Advising about additional funding sources. 

Annually  
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● Recommending changes to financial policy. 

● Overseeing the preparation of the annual accounts for board approval. 

● Assisting the principal in reporting financial performance to parents and 

the community 

● Preparing special reports for consideration by the board. 

● Annually reviewing the school’s risk management needs and insurance 
cover. 

● Assessing and make recommendations to the board on requests for 

spending on individual items outside of budget.  

● The Board delegates to the Committee the authority to make decisions on 

matters of finance and property only when urgency is required, and this 

will be reported to the Board at the next meeting. 
 

 

2/05/2022 School Leadership 

Richard Barnett  

Rachel Hamlin (Associate Principal)  

 

That the Principal is delegated either by the Board or by statue the following 

authorities: 

• The Principal shall be the joint spokesperson, with the Board Chair, for the 

Board on all matters relating to the School and Board; 

• The Principal is delegated authority to appoint all staff. The Principal may 

delegate these powers to other senior staff. 

• The Principal has authority to grant discretionary leave up to a maximum of 

five days for Teaching staff and authority to grant discretionary leave for 

support staff. The Principal may delegate this task to other senior staff. 

• The Board delegates to the Principal the attestation of teacher 

performance, and appraisals of all staff. In turn the Principal may delegate 

this task to senior members of staff. 

• The Board delegates to the Principal the task of undertaking police vetting 

and teacher registration. In turn, the Principal may delegate this task to 

senior members of staff. 

• The Principal is delegated authority to deal with all employment issues 

relating to support/ancillary staff. This includes undertaking disciplinary 

Ongoing 
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investigations, performance management, convening disciplinary hearings, 

and issuing sanctions, including warnings and dismissal. The Principal may 

delegate some of these functions to senior staff.  

• The Principal is delegated authority to commence preliminary inquiries 

under clause 3.4.1of the Secondary Teachers Collective, and resolve 

matters informally, and issue verbal and written warnings as appropriate. 

Should a matter be regarded as serious, then the Principal shall refer the 

matter to the Personnel Committee pursuant to clause 3.4.3 of the 

Collective. 

• The Principal may suspend any employee, at any time, including during an 

inquiry or following receipt of a complaint, if satisfied that the welfare 

and/or interests of any student attending the school or of any employee at 

the school so requires. 

• The Principal shall be responsible for administering the competency 

procedures against teaching staff on behalf of the Board. This in turn may 

be delegated by the Principal to senior staff. 

• The Principal has authority to spend up to the limits of the approved 

annual budget within respective categories. 

• The Principal has authority to replace capital items not approved in the 

budgeting process on an 'urgent' basis up to a limit of $5,000. Power 

exercised under this authority will be reported to the next meeting of the 

Board. 

• The Principal is delegated authority to act as the Board's Privacy Officer. 

The Principal may delegate this task to a senior member of staff. 

• The Principal is delegated authority to act for the Board when receiving, 

actioning and responding to any Official Information Act requests. The 

Principal may delegate this task to a senior member of staff. 

• The Principal is delegated authority to approve domestic overnight student 

trips. The Board has authority to approve overseas student trips. 

• The Principal has authority to close the school if necessary due to 

exceptional circumstances, e.g. on advice of the Ministry of Health around 

pandemic issues or in an emergency. 

• The Principal can sign declarations on behalf of the Board in relation to 

information required by the Ministry of Education. 

• The Principal is delegated authority to complete any mandatory reports to 

the New Zealand Teaching Council. 
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• The Principal may delegate any or all of her powers, in writing, to the 

Acting Principal appointed, during a period of absence overseas, or during 

a period of extended leave lasting more than 7 days or in other situations 

as determined by the Principal. 

 

Further that the board directs that (except where the board at its discretion 

otherwise determines), in the absence of the principal from duty for periods not 

exceeding 2 weeks and for the full period(s) of such absence, the Deputy 

Principal (s) shall perform all the duties and powers of the Principal. 

2/05/2022 Human Resources (HR) committee 

Rani Amaranathan (Board Member) 

Lincoln Sharp (Board Member) 

Ben Stallworthy (Board Member) 

 

That the HR committee members are delegated authority to be members of the 

board’s HR committee acting under the terms of reference for this committee 
and have the following delegated authority:  

• Meeting and considering any serious conduct issues that are referred to it 

by the principal under clause 3.4.3 of the STCA. 

• Review of any penalties imposed on a staff member, at the request of that 

staff member or their representative. 

• The HR Committee may commence disciplinary procedures, including an 

investigation, convene a disciplinary hearing, and issue sanctions including 

warnings or the termination of employment, without further recourse to 

the Board. 

• The Committee may also suspend staff during an investigation or 

disciplinary process, or review the suspensions of staff by the principal, and 

decide to confirm, revoke or otherwise deal with the suspension. 

• Providing direction, the principal on behalf of the Board about urgent HR 

matters.  

• The HR Committee will report to the Board on an as required basis.  

Annually  
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Principal appraisal 
 
 

Title Principal Appraisal  

Date 2 May 2022 

Prepared By Ben Stallworthy  

Approved By Ben Stallworthy, Chair 

Recommendation 

That the Pukekohe High School Board of Trustees: 

 

• Appoint the Deputy Chair to support the Chair managing the principal’s 
annual appraisal. 

 

 
Introduction  

The Board of Trustees (the Board) is responsible for ensuring the Principal’s performance agreement 
is carried out on an annual basis and this report recommends that the Deputy Chair assist the Chair 

in manging this process. 

 

Analysis 

Currently, the Board operates under two key governance documents: 

 

• The 2020 Governance Kaupapa; and 

• A set of additional delegations adopted by the Board in March 2021, provided by the Board’s legal 
advisors to cover delegations that were not recorded in the 2020 Governance Kaupapa. 

 

Both documents state that the Principal’s annual review is led by the Chair, working alone. However, a 
review is currently being undertaken of both, intending to integrate the two existing documents into one 

new ‘Governance Kaupapa 2022’.   
 

In this discussion, the idea of using a two-person panel consisting of the Chair and one other Trustee to 

manage the Principal’s review was discussed both at Board meetings and by the Trustees involved in 

drafting the Governance Kaupapa 2022. The proposal is well-supported and included in the draft 

Governance Kaupapa 2022.   

 

Although, there is not currently a requirement for two Trustees to manage the Principal’s appraisal 
existing governance arrangements do not prohibit it, and it is a well-supported idea.  

 

Therefore, the proposal was discussed by the HR Committee who sought advice from Simon Williams, a 

Trustee currently helping draft the Governance Kaupapa 2022.  The HR Committee’s recommendation is 
that the Deputy Chair is appointed by the Board to support the Chair during the Principal’s annual 
appraisal process. The Deputy Chair already works closely with both the Chair and Principal providing 

continuity. Further, the current incumbent is an experienced school board chair and an employment 

lawyer so is well qualified for this role. 

 

The HR Committee is not delegated the authority to make this decision so is providing a recommendation 

to the Board.  

 

Future Plan 

If the Board supports the recommendation, then the Chair and Deputy Chair will manage the Principal’s 
annual appraisal together this year.  



 

30 

 

Policy – Responsibilities of the Principal 
Policy to support NAG 1 Curriculum 

Outcome statement 
Authority and accountability for the day-to-day running/operation of the school is delegated to the principal. 

Scoping 
The principal is the professional leader of the school and the board’s chief executive working in partnership with the board 

of trustees. The 

board is responsible for the governance of the school, including setting the policies by which the school is to be controlled 

and managed. The 

principal is responsible for the implementation of these policies including the charter/strategic plan. 

The relationship between the board and principal is based on mutual respect, trust, integrity and support with both parties 

working to ensure 

no surprises. 

Delegations 
Authority and accountability for the day-to-day running of the school is delegated to the principal. Reference in 

documentation to the school, 

management and staff is to be read as “principal” for responsibility for implementation. 

Only decisions made by the board acting as a board are binding on the principal unless specific delegations to the chair, 

individual board 

members, committee chairs or committees of the board are in place. 

The board chair/personnel committee has responsibility for the principal’s performance review. 

Expectations and limitations 
The principal shall not cause or allow any practice, activity or decision that is unethical, unlawful or imprudent or that 

violates the board’s 

expressed values, its charter/strategic plan or commonly held professional ethic. 

The responsibilities of the principal are set out in the board’s operational policies and include the following: 

● Meet the requirements of their current job description and employment agreement including the four areas of practice 

from 

the Professional Standards for Primary/Secondary Principals. 

● Participate in the development and implementation of their annual performance agreement and participate in their 

annual review 

process. 

● Act as the educational leader and day-to-day manager of the school within the law and in line with board policies. 

● Develop, seek board approval for and implement an annual plan that is aligned with the board’s strategic plan, meets 

legislative 

requirements and gives priority to improved student progress and achievement. 

● Use resources efficiently and effectively and preserve assets (financial and property). 

● Operate within the board’s approved annual budget. 

● Give effect to good employer policies and practices through effective procedures, instructions or guidelines. 

● Employ, deploy and terminate staff positions in line with board policy and legislative requirements. 

● Communicate with the community on operational matters as and where appropriate. 

● Refrain from unauthorised public statements about the official position of the board on social, political and/or 

educational issues 

that are or have the potential to be controversial. 

● Keep the board informed of all information relevant to its governance role and report this in accordance with the 

requirements set out under Monitoring below. 

● Act as protected disclosures officer and ensure procedures are in place to meet the requirements of the Protected 

Disclosures Act 

2000. 

● Appoint, on behalf of the board, the privacy officer and EEO officer. 

● Ensure school procedures meet the legislative statutes and regulations as set down in the appropriate Acts, Ministry of 

Education circulars and Education Gazette. 

● Ensure systems are developed and implemented to support the smooth running of the school in regards to surrender 

and 

retention of property and searches of students. Written records and storage of items must be consistent with legislative 

requirements and associated rules and guidelines. 

The principal is not restricted from using the expert knowledge of individual board members acting as community experts. 
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Procedures/supporting documentation 
Board’s governance and management definitions 

Principal’s job description 

Principal’s employment agreement including relevant Principal Professional Standards 

Principal’s performance agreement and review report 

Annual implementation plan and budget 

Personnel-related policy and procedures including appointments and performance management 

Monitoring 
The board will review the principal’s performance in line with its policy on principal performance review. 

Evidence gathered for the review will include principal reporting to the board in line with the board’s annual workplan and 

that addresses all 

matters having real or potential legal considerations and risk for the school including significant trends, implications of 

board decisions, issues 

or risk to policy compliance or changes to the basis upon which the board’s strategic aims have been developed. 

The principal will prepare (or, where appropriate, delegate, coordinate and approve) a report for every board meeting 

that: 

● is timely, accurate and presents information in an understandable form that is not too complex or lengthy 

● includes data and analysis on curriculum delivery, student progress and achievement 

● tracks progress and variance towards strategic aims and key performance indicators 

● informs the board of any significant changes in staffing, programmes, plans or processes that are under consideration 

● outlines financial income and expenditure and explains any variance against budget 

● summarises and highlights any risks associated with the fortnightly staff usage and expenditure (SUE) report 

● identifies the number of stand-downs, suspensions, exclusions and expulsions during the period and highlights trends 

over time 

● identifies the instances of physical restraint 

● includes information of any actual or potential risks to health and safety 

● specifies current roll numbers and explains any roll variance against year levels 

● recommends changes in board policies when the need for them becomes known 

● highlights areas of possible adverse publicity or community dissatisfaction 

● addresses any other matter requested by the board within a reasonable, specified timeframe. 

Legislative compliance 
Education and Training Act 2020 

Privacy Act 1993 

Protected Disclosures Act 2000 

Collective Employment Agreement for Principals 

Reviewed: May 2022 Next review: May 2025 
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