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IntroductIon
This Staff Handbook is designed to assist you to know what procedures are 
followed at LAC.  While it gives you a broad outline, it is not comprehensive 
and needs to be read in conjunction with the Secondary Teacher Collective 
Agreement (for teaching staff ), Support Staff in Schools Collective Agreement 
(for non-teaching staff ), the LAC Student Handbook, the Critical Incident Plan 
Document and the LAC Student Academic Handbook. We are also bound by 
the ethics of registered teachers as outlined by the Education Council as well as 
the Special Character requirements as outlined below.

Mission Statement

“In Christ we Educate, Encourage and Empower”

Longburn Adventist College is a co-educational day/boarding school with a 
comprehensive programme from Year 7 to Year 13.  The property is owned 
by the New Zealand Pacific Union Conference of Seventh-day Adventists to 
provide education with a special character in harmony with the Christian 
beliefs, values and lifestyle of the Seventh-day Adventist Church.  This means 
that the school is committed to:

•	 A belief that God loves us and desires the best for us - spiritually, physically, 
intellectually, emotionally and socially

•	 A belief that God is Creator and Ruler of the universe

•	 A belief in the Bible as the revealed Word of God

•	 A belief that all truth finds its centre and unity in Christ

•	 A belief that Jesus Christ is our only means of salvation

•	 A belief that the Holy Spirit leads us to truth and empowers the believer

AcAdemIc PolIcIes
Please ensure you are conversant with the school’s academic policies as 

outlined in the ‘Academic Policies’ booklet available through the Assistant 

Principal (Curriculum).

APPrAIsAl And AttestAtIon 2016
Attestation and appraisal are treated separately at LAC. 

It is anticipated that in 2016, changes will occur with regard Attestation and 

Teacher Registration. Grant Baldwin is in charge of this process along with SLT.

Appraisal is where individual teachers set appropriate goals and reflect on 

their teaching practice using 4-minute walk-throughs. Teachers use ‘My Diary’ 

to document their thoughts, discussions and ideas. This document is signed 

by the members of that teacher’s group to show that they have meaningfully 

participated in professional development.

Attestation is where individual classroom teachers have their performance 

reviewed by a more senior teacher, the HOD. The performance criteria are 

included in the necessary documentation for a beginning teacher, classroom 

teacher and an experienced teacher. The senior teacher will have two meetings 
over the year; one at the beginning of term two and the other towards the 
end of term four. The first meeting is to ensure that the teacher being attested 

is aware of the performance criteria, that they will be required to have 

evidence of achieving the criteria and an opportunity to raise any matters of 
interest relating to their teaching position. The second meeting is where the 
attestation document is worked through and evidence is provided with regard 

to the performance criteria. Each classroom teacher must provide a class set 

of student feedback on their teaching performance from the current year. If 
there are concerns over competency the senior teacher is required to inform 
the Principal of their concerns and what they are based on. Each circumstance 

will be treated on its merits but the principles of natural justice and supporting 

staff to make any of the changes required will exist. 

The HOD will be attested by a member of the senior management.  This will 
include both their performance as a classroom teacher and as a management 
unit holder.

It is important to note that:

•	 The staff which are being attested may use what they are doing in appraisal 

as evidence in the attestation process but it cannot be required of them by 

the attester. 

•	 Each classroom teacher will be required to provide a class set of student 

feedback that the teacher received on their teaching performance.

AttendAnce & Absence checkIng
The importance of good continuous attendance cannot be over-emphasised 
to the students if they are to gain the most from their schooling. LAC operates 
their attendance register(s) electronically on KAMAR.

Procedures for Form Class Teachers

•	 Collect blue (roll of the form class) and yellow (rolls of their subject classes 
for the day) sheets from their pigeon hole daily.

•	 Record absences of their form class at the beginning of the day on their 
blue sheet and deliver it to reception by 9.00am.

•	 Use their yellow sheet to collect notes explaining absences. If no note is 
offered after the student has had three opportunities the form teacher will 
place the student on school detention for truancy; an incident report is 
required, with a note to the attendance officer.

•	 Put absence notes in the attendance officer’s drawer.

Procedures for Subject Teachers

•	 Take your class roll on the yellow sheet. Black or blue tick for present, a red 
‘a’ for absent and an L for late.

•	 At the end of the school day put your completed yellow sheet in the 
attendance officer’s box or input the data yourself on KAMAR.

Procedures for Receptionist

•	 The receptionist takes the blue sheets, listens to any parental messages and 
then rings parents/caregivers to ascertain legitimate absences.

•	 Inputs the blue sheet data on KAMAR.

Procedures for Attendance Officer

•	 Input the subject teacher data (yellow sheets).

•	 Collect notes, file them and update KAMAR.

•	 Inform any staff that they have not handed in their yellow sheet, by e-mail 
and staff whiteboard.

Procedures for Year Level Deans

Ensure all attendance has been accounted for at that year level.

Procedures for Deputy Principal

•	 The Deputy Principal will oversee the attendance system and provide 

support and guidance where required.

•	 Work with the auditing authorities and ensure that any issues or concerns 

are appropriately addressed.

AttendAnce tImes
Students should be at school for Form Class at 8.45am, and school finishes at 

3.15pm (or at 2pm on Thursdays). Students are expected to be on time for all 

classes. If a student is late to your class it is important to ask for an explanation. 

It is up to the discretion of the teacher if they wish to mark the student ‘absent’ 

on their class roll.  It is an expectation that teachers attend their classes on time.  

Teachers should not leave their classes unattended throughout the lesson 

unless there are exceptional circumstances.

Monday to Friday except Thursday

Roll Mark 8.45am – 9.00am

Period 1 9.00am - 10.00am

Period 2 10.00am – 11.00am

First Break 11.00am - 11.30am  

Period 3 11.30am - 12.30pm 

Period 4 12.30pm – 1.30pm 

Second Break  1.30pm – 2.15pm 

Period 5 2.15pm – 3.15pm  End of school day for students

Thursday

Roll Mark 8.45am - 9.00am 

Period 1 9.00am - 10.00am 

Period 2 10.00am – 11.00am 

Break 11.00am – 12.00pm 

Period 3 12.00pm- 1.00pm 

Period 4 1.00 – 2.00pm End of school day for students 

Professional Development 
2.15pm - 3.30pm staff only

AudIo VIsuAl equIPment 
•	 It is not good practice to overuse DVDs/videos in classes.

•	 Please notify the Deputy Principal immediately if any AV or OHP equipment 
is damaged or faulty.
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•	 When AV equipment on trolleys is used, care should be taken when moving 
from one block to the other as the jolting causes unnecessary wear and tear 
on the equipment.

•	 The booking sheets for Audio Visual equipment (including cameras, data 
projectors) are available in the library.

•	 Do not remove equipment unless it is booked.  

•	 The librarian will issue teachers with the equipment that they book.

•	 It is the teacher’s responsibility to book, collect and return all equipment 
to the library.

busIness offIce
The Business Office consists of the following personnel:

Business Manager:  Andrew Chen 

Overall Responsibilities

•	 Manage finances.

•	 School administration (non-teaching activities).

•	 Board of Trustees invitee.

•	 In charge of ancillary staff.  

•	 All school purchase orders.

Financial Assistant:  Allison Wilson

Overall Responsibilities

•	 Salary - enquiries concerning salary should be made in the first instance 
directly to Allison, who will address with Novopay if appropriate.

•	 Data entry of financial information.

•	 Payment for school trips etc.    PIN number allocation for photocopier.

fInAnce Issues

Procedure for Purchasing Goods

•	 An order form is required for all purchases – cash or credit.

•	 Teachers are to make their item requests to the Department Coordinator.

•	 The Department Coordinator is to obtain an order form from the Business 

Manager. 

•	 Then either the Department Coordinator makes the order or passes the 

order form to the teacher to make the order.

•	 The triplicate order form is to be distributed as follows:

1. White copy to supplier.

2. Yellow copy to Financial Assistant as soon as purchase is made.

•	 Green copy to remain in order book.

•	 Departmental accounts are collated monthly with a copy provided to 

Department Coordinators. 

•	 Reimbursement through the petty cash facility may be made via the 

Financial Assistant. 

Reimbursement of travel costs

Claims should be made on the appropriate Travel Schedule (available from the 

Financial Assistant). The Principal or Business Manager, prior to submission at 
the end of each term to the Financial Assistant, should authorise claims.

chAPel
•	 The Chapel is used for Assemblies, meetings and Graduation or Prizegiving 

programmes.

•	 Please check with the Chaplain before hosting events in the chapel.

•	 The chapel is not the place for small groups to practise unsupervised, or for 
meetings that could easily be held in a classroom.

Lighting & Sound Equipment

Access to the projection box is only by arrangement with the Teacher in 

Charge. Instruction in lighting/sound equipment can be arranged.

code of ethIcs for regIstered 

teAchers
Teachers registered to practise in New Zealand are committed to the attainment 
of the highest standards of professional service in the promotion of learning by 

those they teach, mindful of the learner’s ability, cultural background, gender, 
age or stage of development. 

This complex professional task is undertaken in collaboration with colleagues, 
learners, parents/guardians and family/whānau, as well as with members of the 
wider community. 

The professional interactions of teachers are governed by four fundamental 
principles: 

•	 Autonomy to treat people with rights that are to be honoured and 
defended;

•	 Justice to share power and prevent the abuse of power;

•	 Responsible care to do good and minimise harm to others;

•	 Truth to be honest with others and self.

Application of the Code of Ethics shall take account of the requirements of the 
law as well as the obligation of teachers to honour the Treaty of Waitangi by 
paying particular attention to the rights and aspirations of Māori as tangata 

whenua. 

1. Commitment to learners

The primary professional obligation of registered teachers is to those they 
teach. Teachers nurture the capacities of all learners to think and act with 
developing independence, and strive to encourage an informed appreciation 
of the fundamental values of a democratic society. 

Teachers will strive to:

1. Develop and maintain professional relationships with learners, based 
upon the best interests of those learners;

2. Base their professional practice on continuous professional learning, 
the best knowledge available about curriculum content and pedagogy, 
together with their knowledge about those they teach;

3. Present subject matter from an informed and balanced viewpoint;

4. Encourage learners to think critically about significant social issues;

5. Cater for the varied learning needs of diverse learners;

6. Promote the physical, emotional, social, intellectual and spiritual well-

being of learners;

7. Protect the confidentiality of information about learners obtained in 

the course of professional service, consistent with legal requirements.

2. Commitment to parents/guardians and family/whānau 

Teachers recognise that they work in collaboration with the parents/guardians 

and family/whānau of learners, encouraging their active involvement in the 

education of their children. They acknowledge the rights of caregivers to 

consultation on the welfare and progress of their children and respect lawful 

parental authority, although professional decisions must always be weighted 

towards what is judged to be in the best interests of learners. 

In relation to parents/guardians, and the family/whānau of learners, teachers 

will strive to:

a) Involve them in decision-making about the care and education of their 
children;

b) Establish open, honest and respectful relationships;

c) Respect their privacy;

d)  Respect their rights to information about their children, unless that is 
judged to be not in the best interests of the children.

3. Commitment to society 

Teachers are vested by the public with trust and responsibility, together with 
an expectation that they will help prepare students for life in society in the 

broadest sense. 

In fulfilment of their obligations to society, teachers will strive to:

a) Actively support policies and programmes which promote equality of 

opportunity for all;

b) Work collegially to develop schools and centres which model democratic 
ideals:

c) Teach and model those positive values which are widely accepted in 
society, encourage learners to apply them and critically appreciate their 

significance.

4.  Commitment to the profession

In the belief that the quality of the services of the teaching profession influences 
the nation and its citizens, teachers shall exert every effort to maintain and 
raise professional standards, to promote a climate that encourages the exercise 

of professional judgement, and to achieve conditions which attract persons 
worthy of trust to careers in education. 

In fulfilment of their obligations to the teaching profession, teachers will strive 
to:
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a) Advance the interests of the teaching profession through responsible 
ethical practice;

b) Regard themselves as learners and engage in continuing professional 
development;

c) Be truthful when making statements about their qualifications and 
competencies;

d) Contribute to the development and promotion of sound educational 
policy;

e) Contribute to the development of an open and reflective professional 
culture;

f ) Treat colleagues and associates with respect, working with them co-
operatively and collegially to promote students’  learning;

g) Assist newcomers to the profession;

h) Respect confidential information on colleagues unless disclosure is 
required by the law or serves a compelling professional purpose;

i) Speak out if the behaviour of a colleague is seriously in breach of this Code.

comPlAInts Procedure
Initially Matthew 18:18 applies. If you have a problem with your take it to him.  
If you do not feel comfortable you need to write a written complain to the 
Principal.

comPuter usAge
We encourage all teachers to use the available technology.  A lease of a laptop 
is available to all full-time teachers.  To be able to use the school network, you 

will be required to sign the college’s Digital Citizen Agreement, which outlines 

your rights and responsibilities.  This information is available through the 

Information Technology Manager.  

crItIcAl IncIdent PlAn
To be actioned in the case of a serious accident or sudden death of a person 

closely associated with the College. Copies of the plan are held by the Principal, 

Deputy Principal, Assistant Principal, School Counsellor, Dormitory Deans and 

Business Manager. Copies are also held in the office and staff room.   The Crisis 

Team consists of:

•	 Principal •	 Deputy Principal

•	 Assistant Principal •	 Board of Trustees Chairperson

•	 School Youth Worker •	 Chaplain

•	 Teachers (where appropriate)

cAfeterIA 
The operation of the College Cafeteria is managed through the catering 
contractor.

clAssroom mAnAgement
To be consistent, the following basic standards are to be 

adhered to:

•	 Insist on students lining up quietly.  Check their uniform. Set an example by 

being prompt and well prepared. No students should enter the classroom 

unless they are in uniform or have a permit from the Deputy Principal.

•	 Begin and end lessons on time. 

•	 Check student diaries every lesson and ensure they have written their 
homework in it.

•	 Check that homework is completed every lesson.

•	 Insist on students’ full attention (e.g. pens down) when giving instructions.

The Don’ts:

•	 Don’t send students out to stand in the corridor.  A withdrawal room exists; 

please use it when necessary.

•	 You are in no position to tell a student you will not teach them.

•	 Students who leave your class should have a note.

•	 Don’t use offensive language, or language that could be misinterpreted as 

sexual innuendo.

•	 Take care not to be alone with a student; always leave the door open or ask 
another staff member to be present.

•	 Don’t touch or use physical force on a student in any form, unless there is an 
emergency, as this could be misread as having a sexual intent. 

The following are some of the student management 

measures which may be used at LAC:

‘Time Out’ in classroom 

A student is removed from his/her regular seat, and placed away from other 
students in some convenient corner of the room, or placed in another class 
when pre-arrangements have been made.

Student is sent out of class to a withdrawal room 

If a student is to be sent out of class, the teacher sends the student with a reliable 
student to the withdrawal room.  After the period ends it is the responsibility 
of the classroom teacher to appropriately work through the issues with the 
student concerned before they re-enter the class.

Individual Class Detentions

Classroom detentions will be supervised by the classroom teacher responsible 
for setting them. 

School detentions, which can only be issued by Year Level Deans, are not to 
be used unless the student refuses to respond and is defiant.

Daily Report

Where offences are repeated, or perhaps a pattern of poor behaviour is being 
established, a staff member may place the student on Daily Report, as a control 
and as a means of obtaining period-by-period information. By this means, 
parents are kept informed of their child’s progress.

Outside Agencies

Police or Youth Aid Officers are consulted whenever students are involved in 

activities that might lead to police action. Special Education Service and CYF 

are consulted when appropriate.  Outside agencies are to be contacted by the 

Youth Worker, Deputy Principal, or Principal.

Bullying

•	 We must ‘Provide a safe physical and emotional environment’. All staff 

members must be aware of the strategies the 

•	  school will use in cases of bullying. 

•	 Everyone must intervene when they see bullying.

•	 All reports of bullying will be treated seriously; we must aim to stop the 

behaviour. The Year Level Dean or the Deputy 

•	  Principal should be contacted, depending on the level of seriousness.

•	 It is essential to establish the facts and not make assumptions.

•	 Need to support and reassure the victim and contact their parents.

•	 ‘No Blame’ approach while interviewing the victim.

•	 Consult other staff.

•	 Meeting of the above group and explain problem.

NOtE – Where bullying has been identified

•	 Support and recognise the wishes of the victim.

•	 Congratulate for coming forward

•	 Behaviour of others is wrong

•	 Explain what you are going to do

•	 Could get them to write down their feelings

•	 Assemble an appropriately balanced group, i.e. main bully and main 

supporters, friends of the victim, two dominant, assertive, class members to 

work through the concerns.

The Victim

•	 Why victim is unhappy

•	 No blame

•	 Discuss idea of group responsibility

•	 Get the group to suggest how victim’s problems may be solved.

•	 See the group a week later to discuss progress

•	 Support victim at informal daily meeting

•	 No punishment

•	 Victim does nothing different

•	 Do not ask why

•	 Do not label

Each situation must be dealt with on its own merits.
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school detentIon system 
Rationale

The main rationale of operating a school detention system is for students 
to be found accountable for their actions, and help to maintain order in the 
classroom and in the school as a whole. 

Procedure

•	 Staff will write an incident report, in the boxes of the corresponding Year 
Level Dean, when there is an issue of concern. The Year Level Dean will 
assess the appropriate action, which may include a school detention.

•	 School detentions will be held at the discretion of the Year Level Dean. 

•	 The Year Level Dean must ring the parent/caregiver and communicate the 
reason for the school detention.

•	 Any students who continually fail to complete a school detention in the 
required period will be stood down for continual disobedience.

Consequences of accumulated detentions

•	 The Deputy Principal is to meet with the student, his or her parents/
caregivers and the Year Level Dean if a student has three detentions in a 
term.

•	 Each situation will be dealt with on its own merits.

More serious offences

Referred to Deputy Principal or the Principal, who may apply the above 
controls or adopt more serious measures that include:

•	 Exclusion from class. 

•	 Sending student home, with parent/caregiver approval. Arrange an 

interview with parents/caregivers before student returns to class.

•	 Stand-down or Suspension - this can be only be imposed by the Principal.

clAss grouP emAIls
Class group emails are encouraged as a way for teachers to communicate with 

all the parents/caregivers of a particular class. They are a useful way of letting 

parents /caregivers know when assignments are due.

dAIly notIces
These are distributed to roll-mark teachers at staff briefing each morning. 

Teachers can access and list notices for the Daily Notices on KAMAR. Staff 

announcements given verbally in the morning briefing are emailed during 

period one.

dIAry 
The diary is the first written communication the school has with parents/

caregivers. It has a section for frequently asked questions that you may find 

useful.

•	 The diary is to be kept by students to a standard that is acceptable.

•	 No graffiti, no added photos etc. 

•	 The diary is used for positive comments as well as a record of lateness, 
detentions, sent out of class, absences.

•	 The diary also contains information on the ASPIRE programme.

•	 Homework requirements are to be written in diary.

•	 Form teachers are to look through the diary once a week (Wednesday) and 

sign.

•	 Parents are expected to sign the diary once a week.

•	 Students who do not have a parental signature by Friday, in the appropriate 
week, will be issued with a school detention.

dress code
The Staff are expected to be professionally dressed.  Clothes should be modest, 

in keeping with our special character.  

•	 Male teaching staff are encouraged to wear a tie and closed shoes 
whenever practical.

•	 Sandals are not part of regular foot wear expectations.

•	 Female staff may wear open toe shoes and dress sandals.

•	 Female staff are to dress modestly, avoiding tops with plunging necklines as 
well as skirts with high hemlines.

•	 Any staff wearing shorts must wear tailored ‘dress’ shorts, not casual sport/

beach shorts.

•	 Jeans are not part of the regular dress code for teachers.

•	 Beach wear, sport, casual resort wear are not accepted as part of the dress 
code.

•	 In as much as the application of these expectations resides with staff to 
self-manage, the Principal, along with support from the Deputy Principal, 
is empowered to advise and direct staff regarding their professional 
appearance.

dutIes
A duty roster is organised and published at the beginning of each term.  It is 
essential that teachers complete all assigned duties as per the roster.  If you are 
unable to complete your duties, it is imperative that a replacement is found to 
ensure the safety of our students. Please be on time and vigilant during your 
duty.

A document outlining duty expectations of part-time and full-time teaching 
staff is available from the Deputy Principal.

emergencIes
Each staff member is issued with a booklet on Emergency Procedures. It is 
important that you familiarise yourself with the College procedures and your 
responsibilities in the case of an emergency. The booklet covers topics such as:
•	  Fire

•	  Bomb threat and explosives 

•	  Earthquake

•	  Civil Defence situations (e.g. volcanic eruptions, armed and dangerous 
persons, etc.)

The following is information concerning fire evacuation procedures, as this is 

the most probable situation to occur at Longburn Adventist College:

Action to be taken if you discover a fire

1. Sound the alarm by activating any of the alarm call points which are located 

in the building (this will activate the alarms throughout the building).

2. The alarm situation must be further confirmed by telephone to the NZ Fire 

Service by dialling 111 and asking for the ‘Fire Service’. Then confirm the 

address - Longburn Adventist College, 100 Walkers Road, Palmerston North 

- and the nature of the emergency. If you can give any further information 

about the type of fire and its precise location within the building, then do 

so.

3. Fire hoses and fire extinguishers should only be used if no personal risks are 

taken.   Fire hose reels are not to be used on electrical equipment.

Trial Evacuations 

Trial evacuations will be held quarterly as required by the Fire Safety & 

Evacuation of Buildings Regulations 1992. In general, Trial Evacuations will be 

held at unexpected times and under varying conditions.

Classroom Teachers

On hearing the warning signal:

1. Direct students to leave school bags and belongings in the classroom.

2. Direct students to close windows.

3. Escort all students to the Tennis Courts via the nearest exit route.

4. The teacher is the last to leave the room and is responsible for closing the 
door.

5. Ensure that students at the tennis court assembly area(s) are orderly and 

not left unattended.

6. Await clearance signal.

For any additional information, please refer to the EMERGENCY PROCEDURES 

booklet issued to all staff, or discuss the concern with the Deputy Principal. 

lock down Procedure
A lock-down of the school will be implemented any time students and/or staff 
need to be contained and protected inside school buildings, for example:

•	 A chemical spill, which could put students and staff at risk of toxic inhalation 

if allowed outside. 

•	 A person on or in close proximity to the school site who could reasonably 
pose a physical risk to students and/or staff.

•	 An intruder inside school buildings.

In all these cases the police would request a lock-down of the school to prevent 

putting students and staff in danger, separating them from the risk. The lock-
down may also help to prevent confusion, and to make it easier for staff to 
account for all students.
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When the ‘lock down’ signal is given, staff will go to their classroom doors, 
listening, and then looking for a sign of imminent danger. If it’s safe to do so, 
they will take in any students not already in a classroom, then close and lock 
the door and turn off the lights.  

General Emergency Lockdown Procedures 

Communications 

1. In the event of an incident requiring a ‘Lockdown’, the person 
witnessing the incident or receiving the information from an outside 
source (e.g. Police) must notify the school office so that the alarm can 
be raised. The office staff member receiving the incident call will notify 
the Principal, Deputy Principal or Assistant Principal. 

2. The person-in-charge at the time of the incident will determine the 
need for a ‘Lockdown’ and initiate the appropriate alarm. 

3. An Emergency Lockdown will be announced by intercom or other 
voice communication. The announcement will state the following: 

a) “This is a LOCK DOWN” 

b)  “Everyone is to stay in the room, keep calm and remain quiet.” 

4. The person in charge or delegated person shall immediately contact 
the Police and provide as much information as possible. 

5. Fire evacuation alarms are not to be sounded.

Lockdown Procedure 

1. If the ‘Lockdown Alarm’ is sounded before school, during morning tea 
or lunch time students are to move directly to an available classroom, 
as long as it is safe to do so. 

a) Teaching staff are to stay in, or move to, the closest available room 

as long as it is safe to do so. 

b) The person in charge should stay in, or move to, the office area to 

facilitate the communication process, as long as it is safe to do so. 

2. Staff need to be mindful that students from other classrooms may 

seek sanctuary in their classroom. 

3. As soon as possible lock the classroom doors. 

4. Close and lock windows. 

5. Close curtains. 

6. Turn off lights and computer monitors. 

7. Staff and students should stay away from windows and doors, and 

remain low to the ground. 

8. Everyone is to remain quiet. 

9. Staff should not allow students to use the classroom phone if there is 

one available or any personal cell phones. This is to allow authorities 

to manage the ‘situation’ without distractions.

10. Staff with mobile phones should ensure they are turned on, and 
should check them frequently for messages. 

11. No one is to answer the door under any circumstances. Senior 

management or Police will communicate when the threat has been 

addressed.

12. Staff should take a head count and obtain the name of each 
individual in the room. When practical, email the list of all students, 
staff and anyone else in the room to (brendanv@lac.school.nz or 

stanw@lac.school.nz ). The list should include names of any missing 

students if a student was in a class and is unaccounted for e.g. gone 
to the toilet. 

13. Should the fire alarm or siren sound, do not evacuate the building 
unless: 

a)  You have first hand knowledge that there is a fire in the building  

b)  You have been advised by Police or the person in charge to 

evacuate the building. 

14. Students and staff should stay where they are until official notification 

is provided by the person in charge or an identified police officer that 
the lockdown is over. 

15. Where the lockdown lasts an extended period of time or extends 

beyond normal school hours, the person in charge or designated 
serious incident co-ordinator should make every reasonable attempt 
to notify parents via local media and with the assistance of local police.

16. In conjunction with local police, the person in charge or designated 

serious incident Co-ordinator should arrange for parents to pick 
students up from school at a designated safe area.

Serious Incident Co-ordinator

The Principal is the Serious Incident Co-ordinator. If unable to undertake this 
role the Deputy Principal will be the Serious Incident Co-ordinator. Members of 
the Senior Management and support team will attempt to gather in a safe area 
to support the Serious Incident coordinator.

end of dAy Procedures
So that the cleaners’ time can be used most effectively, all teachers are asked to 
ensure that students use the following procedure at the end of the last period 
in the day in which a room is used:

•	 Arrange desks in the normal pattern - this should also be done at the end of 
each period so that the next teacher has a clean, orderly room.

•	 Put chairs on desks.

•	 Major rubbish put into bin.

•	 Turn off lights and heaters.

•	 Close windows.

•	 Lock doors.

fIVe weekly reVIews
Approximately every 5 weeks, except when written reports are sent home, 
teachers will be asked to fill in a sheet to summarise the progress and behaviour 
concerns of some students. Where there are no concerns with a student, 
nothing needs to be recorded on the sheet. A code is listed on the sheet for 
teachers to identify the type of concern they have. These sheets are collated 
by the year level deans who will contact students and home where significant 

concerns are identified by teachers. 

form teAcher’s role
The form teacher is the first point of reference for all the students in their group. 

They are closely involved with the administration and are the first important link 

in the Guidance Network. The specific duties are to establish regular routines 

with their groups and to establish a rapport with the students.

•	 Daily attendance at form time is taken (blue sheet).  Must be done by the 

teacher.

•	 All absences must be cleared. This includes single period absences. 

Students who have been absent must show their form teacher a written 

note explaining their absence.

•	 Read out the daily notices.

•	 Check uniform as they enter the classroom.

•	 Conduct and/or organise class devotional time

homework
Homework is to be set for classes, and students are to record the set work in 
their diaries. Homework is not necessarily written work. Revision of class work is 

essential. It is subject teachers’ responsibility to see that students are trained in 

good homework/study habits in their subjects.

Teachers are encouraged to make use of ‘class group emails’ to keep parents/
caregivers informed before assignments are due. This is appreciated by 
parents/caregivers and provides additional help in ensuring assignments are 

completed.

house system
Students will be allocated to a House by the Sports Co-ordinator or his/her 

nominated assistant at the beginning of the year, with family members placed 
in the same house as siblings.

Tyndale  Kikorangi (Blue). Meet in cafe

Luther Kowhai (Yellow) Meet in room 4

Wesley  Whero (Red) Meet in Chapel

Staff in Charge of Houses

•	 Organise their House entries for major events - swimming, athletics day and 
cross country.

•	 Arrange the election of student House Leaders (one male, one female). 

Other students who help and show enthusiasm may be considered 
assistant house leaders.

•	 Nominate their House Leaders for special awards at the end of the year, IF 
they have carried out their duties.
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Other Staff

•	 Give support to House Leaders at House assemblies.

•	 Support their house at competitions.

•	 Help with the running of one inter-house competition.

Teachers in Charge of a Sport

•	 Organise the umpires/referees and staff to control the inter-house 
competition for their sport.

•	 Support the event or arrange someone else to do so.

•	 The Sports Co-ordinator and the Physical Education Department will 
organise the competition format and the naming of the events. 

InductIon of new stAff
Induction – at a suitable time for those involved, with morning tea or lunch 
provided. (Possibly a short tour of Palmerston North where appropriate.)

Health and safety processes must be covered.

Some suggestions of what could be covered during the induction are:

•	 Seventh-day Adventist culture 

•	 Introductions – e.g. principal, office staff, relief person

•	 Expectations of you as a teacher and your role in the school, professionalism, 
dress

•	 Extra-curricular activities, what we offer and what can they offer

•	 Daily programme

•	 Roll mark teacher, diaries 

•	 Withdrawal room and how it operates

•	 Assembly – when, what happens, expectations of students and staff, and 

seating

•	 Week of prayer – what is it and what are we expected to do

•	 Canteen/café – when is it open, how do we order lunch, can we have meals 

there, the cost of meals & who do we pay

•	 Getting a computer and password 

•	 Kamar ‘Getting started user guide’

•	 Duties – how many during the week, weekend duties for the boarders; how 

often and what is required                                                                                                                        

•	 Staff worship – who does it, what is expected and how often

•	 PD (on Thursdays) – what time, what is expected and where

•	 Teacher Retreat in Taupo – what, when and why

•	 Orientation - Auckland trip

•	 Map of the school

•	 Board of Trustees (BOT) vs Board of Governors (BOG)

•	 Show around the school

•	 Possibly a buddy for the first week or so, could be HOD or peer

•	 Give previous year’s Hari (school magazine)

Plan books

Make sure teacher planners/mark books are ready for staff on the first day, 

with their timetables.

Start dates

The programme for the first 1 or 2 weeks with the term dates for the year.

Seventh-day Adventist Culture

Not all staff are Seventh-day Adventists, and we welcome other Christian 
denominations.

Seventh-day Adventists treasure the Bible as their only creed. 

Adventists believe: 

In God the Creator, Jesus Christ His Son and the presence of the Holy Spirit; 
Christ’s death and resurrection; and salvation that is received solely through 

faith in God’s grace in Jesus Christ.

That Sabbath should be observed from Friday sunset to Saturday sunset. 
School is not used for ‘work related’ events during the Sabbath.

That we should honour God with our minds, bodies and souls. The holistic 
approach recommends a healthy diet, with Seventh-day Adventists are 

encouraged to be vegetarian therefore no meat is sold or prepared on campus.

Smoking, alcohol or drug use do not form part of the normal Adventist lifestyle.

InternAtIonAl students
Staff can access information about international students’ contact details and 
relevant personal information from the school secretary.  Further information 
can be acquired by speaking with the Principal, Director of International 
Students, Business Manager and Residential Director.

Any pastoral or academic concerns regarding international students can be 
referred to the staff in the International Students’  Centre.

LAC has a responsibility for international students’ welfare.  The government-
regulated ‘Code of Practice for the Pastoral Care of International Students’ (‘the 
Code’) sets out the minimum standards of advice and care that LAC is expected 
to provide.  Its focus is on pastoral care and provision of information only, not 
academic standards.

The Code sets standards for educational providers to ensure that:

•	 High professional standards are maintained;

•	 The recruitment of and contractual dealings with international students are 
undertaken in an ethical and responsible manner;

•	 Information supplied to international students is comprehensive, accurate 
and up-to-date and received prior to entering into any commitments;

•	 The particular needs of international students are recognised;

•	 International students under the age of 18 are in safe accommodation;

•	 All providers have fair and equitable internal procedures for the resolution 
of international student grievances.

A student grievance procedure flowchart is posted in the staff room for staff 
perusal.  If a staff member is approached by a student with a grievance, that 
procedure is to be followed.  Any staff member can refer the grievance to either 

the Principal, Director of International Students or Residential Manager to deal 

with.   Student grievances that cannot be resolved internally can be referred to 

the International Education Appeal Authority, which enforces the standards in 

the Code.  

The code can be located at www.minedu.govt.nz/goto/international

lIbrAry
The Longburn Adventist College library is here to help teachers maximise 

students’ learning and reading needs. 

•	 The Teacher in Charge of the Library is Jude Little.  

•	 The Head Librarian is Rebecca (Bex) King.

•	 The library is to be recognised as an Information Centre.

•	 Up to one class only is to be booked in each period.  The library can be 

booked on KAMAR. 

Teachers conducting classes in the library are asked to ensure that the 

following is observed by all classes.

Books

•	 There are approximately 10,000 titles available in the library with 2,500 in 

the fiction collection. Books are available on a two-week renewable loan.

•	 Reference books are available for staff to borrow overnight.

•	 Books can be held on reserve so that classes can work with them either in 

the library or in the classrooms. 

•	 You can supplement LAC’s collection with books from the National Library. 

•	 Books ordered from the National Library take about a week to deliver.

•	 You can visit the National Library on Tremaine Avenue and select the 
books yourself.

•	 If issuing National Library books to students, see the Librarian first to use 
the library’s issuing system.

•	 Please encourage students to utilise the City Library as a complement to 

our collection.

•	 Textbooks are issued to students via the library system. 

lnterloan

We are able to get books from other libraries for you but you must have full 
details in order for this to work. Allow 2 weeks for the book/s to arrive.

Book Purchases
You are most welcome to suggest any titles, topics and authors.

Periodicals and non-book resources

We maintain a number of magazine subscriptions that are generally very 

popular with the students. However, they tend to have a very short shelf life. 
We also purchase magazines on an issue-by-issue basis. Any suggestions 
are welcome. If there are particular articles you want saved from a current 

magazine please let us know as soon as possible so we are able to retain a copy 

http://www.minedu.govt.nz/NZEducation/EducationPolicies/InternationalEducation.aspx
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on file. We also accept donations of pre-owned magazines, so if you are having 
a spring-clean, keep us in mind.

Newspapers

We receive copies of the Dominion and Manawatu Standard each day, and 
these are available to the students. After a few weeks the newspapers are then 
searched for articles for the vertical file.

Special Reserve

See the librarian if there are any materials (tapes, DVDs, book articles etc.) to 
which you wish students to have daily access.

Lesson Plans

The library can provide some resources for you to develop the students’ skills 
in using the library. 

Entry to the Library

•	 Line up outside library foyer - no entry until arrival of teacher. 

•	 No food, no drink (except water).

•	 All jackets and bags to be left at the door, just inside the room.

Library Rules

•	 Noise no more than at a quiet conversational level.

•	 Only Year 12/13 students are permitted upstairs.

•	 Issues will not be renewed unless the book is produced. 

•	 Expect to pay for any books lost.

•	 Reference books are to be returned to the shelves.

•	 Desks to be left tidy, non-borrowed books returned, chairs in.

Departure from the Library

Five minutes before the bell, the librarian will ask for issues to begin. Teachers 

should supervise students as follows:

•	 Issue any books that are wanted.

•	 Write title of book on the right hand page of diary for the week the book is 

due. Books back to shelves.

•	 Tidy tables, chairs etc.

•	 Issuing will be by library staff and student librarians only

Notes for Staff

Students entering the library unsupervised must present a note to the librarian 

which specifies:

1. Task to be completed

2. Expected time required

3. Teacher’s signature

4. Name of student

No more than two students are to be sent at the same time from any one class.

lost or confIscAted ProPerty
•	 All confiscated items are to have the owner’s name and class attached, plus 

the name of the staff member confiscating the item, and the date.

•	 All confiscated property goes to the vault in reception, via the receptionist 

who will keep a record. The student will receive it back at the end of the 

term or if a parent comes to collect it.

•	 All lost property is kept in the reception area by the receptionist.

mArkIng of AssIgnments
It is best if assignments can be marked within a week of submission.  The 
maximum period for marking of student assignments is two weeks.  See 

academic handbook for further information.

meetIngs
•	 Worship - Monday to Friday at 8:15am:  all staff to attend unless on duty. 

Punctual attendance helps facilitate the efficient running of staff worship 

and shows respect to the staff member rostered to take staff worship.

•	 Staff Meeting: all teaching staff attend (Monday afternoons, not every 
week), with Boarding staff to attend where possible.  

•	 Academic Meeting:  AP (Curriculum), Heads of Department, Academic 
Deans to attend.

•	 Department Meetings:  all teachers from that particular department to 

attend.

•	 The schedules for all meetings are provided to you each term.

Senior Leadership Team
The senior management team meets daily from 8.00 to 8.15 am for relevant 
discussion(s).
Chair: Principal
Attendees: Deputy Principal, Assistant Principal 
Optional Attendees: Chaplain, Business Manager, Director of Residences.

Academic Committee
This meets every third week to look at academic issues.
Chair:  Assistant Principal (Academic)
Attendees:  Heads of Departments and others as required.

Year Level Deans’ Committee
This meets every week to look at student management issues.
Chair:  Deputy Principal 
Attendees:  Year Deans from Years 7-13.

Residences Committee

This meets Thursday lunchtimes to look at all Boarding issues.
Chair:  Director of Residences
Attendees:  Principal, Business Manager, Director of International Students, 
Residence Deans.

2016 Committees

For 2016 there will be small additional teams to help plan and implement the 
ASPIRE programme, the way forward with It and the Pb4l programme.

PersonAl ProPerty
All staff are reminded of the need to keep personal property (resources, 

equipment, handbags, money etc.) secure at all times. Do not leave valuables 

(including keys) in classrooms and make sure they are secure in resource rooms. 

School insurance does not cover loss or theft of personal effects.

College keys, including keys issued to staff, are never to be given/lent to 

students.

PhotocoPyIng
The College has photocopying machines located in the staff room and in the 

Library.  The Library photocopy machine is only used by the staff if the staff 

room machine is being serviced or in need of repair.  Obtain a PIN for using the 

photocopier, from the financial assistant.

Prefect system
In term four the staff and students (Year 10 and above) have input regarding 

deciding the prefects for the following year. The Principal, Deputy Principal, 

Year 13 Dean and Year 12 Dean make the final decision. The selections are 

announced before Graduation, and the Head Boy and Girl are announced at 

Graduation. All prefects will take on roles, and each of these roles will have a 

Teacher in Charge and a job description.

ProfessIonAl deVeloPment
Professional Development for teaching staff takes place on Thursday afternoons 
from 2.15 to 3.30pm.  Teachers are required to attend all PD sessions. Contact 

the Deputy Principal for further details.

recePtIon
•	 It is important to communicate with office staff regarding day and time of 

arrival back at school after trips away, as the office staff will field inquiries 
from parents. 

•	 If you are going off campus, it is important that you let one of the office 

staff know of your intended return, and note the staff sign-out book in 
reception.  Also ensure you sign back in when you return.

Receptionist:  Glenda Higgins

Office Hours

Monday to Thursday: 8.00am to 5.00pm  

Friday:  8.00am to 4.00pm

Ph. No. 06 354 1059 Fax. No.  06 355 1350

student rePorts
A set of procedures and expectations has been put together so that there is 
consistency in writing reports. Staff is reminded that the school report is an 
official document. Care and a professional approach are expected from all staff 

when writing reports. Staff must be prepared to justify to parents what they 
put on reports. 
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Subject Reports

When the time comes to write reports, you will be issued with instructions from 
Stan Walsh regarding the writing of reports and the time line. 

Parents’ Evenings

•	 Dates are in the term calendar and will be reported in the school newsletter. 
The purpose of these evenings is to meet parents to further discuss their 
child’s progress, with emphasis on effort, attitude, achievement and 
behaviour.

•	 Students should be encouraged to attend the interview with their parents.

•	 Staff are required to attend and are provided with a meal during the course 
of the evening.

Some points to note

1. Ask for their comments first - “What do you think of Johnny’s report?” or “I 
hope you were able to sort out Mary’s options without too much trouble”, 
or “How is Billy finding his work in (your subject)?”. This will give you some 
indication of their possible reaction when it comes to your turn to comment.

2. However, there may be some comments of your own you wish to amplify. If 
so, don’t waste time talking about the weather - you’ve only got about four 
minutes, so start in straight away!

3. If parents start getting belligerent, aggressive or accusatory, say “I think 
you’d better speak to my HOD/Deputy Principal/Assistant Principal about 
that” and politely take them to that person.

4. Be honest, fair, straightforward and factual. 

5. It becomes obvious that to be factual you must have the facts. It is important 
to be prepared for interviews.

6. At the end of the interview, stand up as the parents depart and do your best 

to smile warmly!  Please keep interviews to the allocated time.

school trIPs - eotc
•	 A trip planner must be filled out for day trips.  Find this on the Administration 

Drive on the school network: EOTC new Folder or a written version in the 

EOTC drawer under the pigeon holes.

•	 Applications must be made to the Deputy Principal, on the appropriate form, 

for trips leaving LAC grounds. Overnight trips require BOT approval.  Please 

ensure in your planning that there is enough time to make application to 

the BOT committee.  All of the ‘education outside of classroom’ forms must 

be filled out and handed to the Principal for approval for any trips occurring 

overnight.

•	 The Deputy Principal will be able to help you with any questions.

school yeAr & hours of work
Teachers’ conditions of work are set out in the current Secondary Teachers’ 

Collective Agreement. This applies to both teachers who belong to the PPTA 

(Post Primary Teachers Association) and those on Individual Employment 
Agreements. The STCA sets out the length of the school year and individual 
dates are posted on the planner in the staffroom.

Every school day begins with staff worship and briefing at 8.15am in the 

staffroom. While allowance is made for part-time staff, all full-time teachers are 

expected to attend staff worship except when on duty.

sPecIAl chArActer
The special character of a Seventh-day Adventist School is defined in the 

Integration Agreement as follows:

The Seventh-day Adventist School is established by the local community 

of the Seventh-day Adventist Church to serve the educational needs of its 
children and the mission of the Church.  This mission includes the provision 
of educational opportunity to all who share its objectives.  The School is a 

member of the system of schools operated by the Conferences of the Seventh-

day Adventist Church in New Zealand.

The Special Character of the School is determined by the faith system made 
up of the Christian beliefs, values and lifestyle of the Seventh-day Adventist 
Church as determined from time to time by the General Conference of the 

Seventh-day Adventist Church through the New Zealand Seventh-day 
Adventist Schools Association Limited.

The purpose of the School is to support the home and the Church in the 

transmission of its faith system to the children and youth.  The function of 
the School is to facilitate the development of a mature and understanding 
commitment to the beliefs and practices of the Church so that students will 

become responsible and caring Christians in the community.  The achievement 
of these goals is through a comprehensive and unified programme involving 

every aspect of the curriculum and predicated upon the Church’s:

•	 Perception of God as Creator and Sustainer of the Universe;

•	  Acceptance of Christ as our only means of salvation;

•	  Belief that the Holy Spirit draws men, women and children to a knowledge 
of God;

•	  Understanding that all truth finds its centre and unity in God;

•	 Reliance on Scripture as the revealed Word of God;

•	 Commitment to a holistic development of the child – Te Whare Tapa Wha - 
healthy families, physical, spiritual and  mental.

A teacher applying for a position in a Seventh-day Adventist School needs to 
understand the commitment this involves.

1. All, whether Seventh-day Adventists or not, are part of this particular school 
community.  Each teacher is therefore  expected to use his or her specific 
skills to achieve the purposes of the school.

2. A Seventh-day Adventist school assists the Church in its mission.  It does 
this by helping its pupils to become complete persons, that is to say 
persons with knowledge, faith and norms of living which are harmonised.

3. All subjects are taught for their own value and with their own objectives.  
Seventh-day Adventists believe in the value of all human knowledge as it 
is part of God’s truth.

4. The school curriculum is based on the philosophy and objectives of 
the Education Department of the Seventh-day Adventist Church.  The 
statements of philosophy and objectives are in turn consistent with the 
special character statements and the beliefs of the church.

5. No teachers will be required to act against their own conscience or personal 

philosophy of life.  That would be un-Christian and contrary to the aims of 

the school.  However, in accepting a position in a Seventh-day Adventist 

School, it is assumed the teacher realises that:

a) Teachers work as a team.  Therefore all teachers are expected to 

contribute, according to their individual strengths and within their 

personal convictions, to the total purpose of the school.  No school 

can operate successfully if any teacher undermines the efforts of 

others.

b) Teachers are role models.  A school community rightly expects 

teachers to act so as to be appropriate models for its children.  

Conduct by a teacher which would give the school community 

grounds for thinking that the teacher’s attitude is antagonistic 

to the special character of the school would not only be 

unprofessional, it could damage or even destroy that teacher’s 

effectiveness.

6. New teachers will find senior staff willing to assist them in gaining a fuller 

understanding of the school and its special character, and in solving any 

difficulties that may arise in the course of their teaching duties.

7. Teachers are expected to display a lifestyle consistent with the special 

character of the school.

sPecIAlIst clAssroom teAcher
The Specialist Classroom Teacher (SCT) Mrs Hignett, is available to offer advice 
and help to Provisionally Registered Teachers (PRTs) and to other teachers if 

required. Teachers can talk to the SCP confidentially. The SCT also organises/

coordinates the professional development programme for teachers on a 
Thursday afternoon.

stAtIonery
A limited range of stationery is in the stationery cupboard and is available for 

staff to use. See the receptionist for a key.  Record all stationery you take, by 
making a note in the folder kept in the cupboard. 

For the bulk supply of your stationary needs please request a purchase order 
from the business manager.

stAff AccIdents
•	 Ring the ambulance if you feel one is needed. You will not be judged on 

this decision.

•	 Notify the Principal and/or Deputy Principal as soon as is practically 

possible.

•	 At an appropriate time fill out the necessary incident form. See Deputy 
Principal for the appropriate form. 

•	 Complete an Accident Insurance Claim Form and lodge the form and 
any treatment certificate with either the Financial Assistant or Business 

Manager within 48 hours of the accident or injury.
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•	 All medical treatment must be obtained from a registered health 
professional or hospital.

•	 Claims for lost time must have a treatment certificate completed by a 
registered medical practitioner.

•	 Prior to commencing non-urgent treatment, e.g. physiotherapy, 
chiropractic etc., you must obtain approval from ACC.

•	 If requested, authorise ACC to obtain medical and any other records.

•	 Provide information and co-operate with any requests that may be made 
from time to time.

•	 Co-operate in the development of an individual rehabilitation programme 
that identifies duties within your capacity for work, and participate fully to 
enhance recovery and return to work.

stAff leAVe
•	 All teaching staff at Longburn Adventist College are employed under the 

conditions of the Secondary Teacher’ Collective Employment Agreement. 
Therefore, leave provisions as outlined in the Agreement apply, and can 
be found in Part 6 of the Secondary Teachers’ Collective Employment 
Agreement. A copy of the Secondary Teachers’ Collective Employment 
Agreement is available on line at www.minedu.govt.nz.

•	 Discretionary Leave is leave granted with or without pay, usually for no 
more than one day in circumstances that fall outside the leave provisions of 
the Secondary Teachers’ Collective Employment Contract.  

•	 Applications for ‘Discretionary Leave’ longer than 1 or 2 days are to be made 
to the Principal at least a month in advance (except of course in urgent 
circumstances).  The Principal will in many cases refer the leave request to 

the BOT.

•	 If you are unsure of your entitlement to leave, please consult with the 

Principal who can advise you or make inquiries to the Ministry of Education 

on your behalf.

•	 Non-teaching staff leave is as per the Support Staff in Schools Collective 

Agreement, available on line at:

•	  www.minedu.govt.nz

•	 For safety reasons it is required that all staff leaving campus for any reason 

during the day sign out in the book at reception, and sign in upon return.

student AccIdents
These are documented on Incident Forms available through the Deputy 

Principal for any ‘In-School’ or ‘Out-of-School’ based activities, e.g. Camps, 

Sports and Cultural trips etc. 

student leAVe
If students have to leave school during the day they must show a note from 

their parents/caregiver to their teacher and then present the note to their 

school office.  Only parents/guardians can sign them out, and must use the 
book provided at reception for that purpose.

student suPPort network
The Student Support Network has been developed to give support and 

assistance to staff, students and their families.  

Main areas of focus

•	 Learning Support

•	 Pastoral Care

•	 Preparing for the future through subject selection, work exploration and 
career planning

•	 Special Needs

If you have concerns about a particular student or group of students, speak to 

the appropriate staff.  

Referrals

Learning Support

The Learning Support Team, chaired by Marie Carter (SENCO), is responsible for 

the placement and review of students within this system.  

Guidance Counsellor

All staff can refer students to the Guidance Counsellor or Chaplain, or students 
can self-refer. It is important to note that students cannot be forced to go the 
Guidance Counsellor or Chaplain.  Students visiting the Guidance Counsellor 

must use the booking system kept at the main office.

Resource Teacher Learning and Behaviour

Teachers can discuss individual students, groups of students or classes with the 
RTLB with the SENCo.

Reading
Requests for students to receive reading help can be made direct to the 
SENCO.

Overseas Students
The ESOL Department may be able to provide some materials that will help 
you tailor a programme for these students in your class, or point you to a 
resource centre that may be useful.  See the Director of International Students.

Special Needs
Most Special Needs students are identified upon enrolment into the school 
and have specific allocated teacher and/or teacher aide resources. Speak to 
Marie Carter (SENCO) about any of these students or any related concerns.

Careers and Work Exploration
Students can make appointments to see the Careers Adviser, Troy Ferreira.  
Students who are at risk of dropping out of school should be referred for 
advice and possible work exploration. Students seeking advice on tertiary 
training should make an appointment to see the Careers Adviser or the 
Assistant Principal (Curriculum). 

teAcher Absences
•	 When a teaching staff member knows he/she is going to be away (e.g. in-

service course) they must let the staff member responsible for day relief, 
Grant Baldwin, know.  

•	 Requests for staff absence is made to the principal, usually by email, and 
where granted the principal will cc his reply to the teachers in charge of 

arranging relief teachers.

•	 If sick, ring the staff member in charge of internal relief.  

•	 Teachers must set appropriate work for classes.  

•	 Relief forms are to be completed on KAMAR.

•	 A class list must be attached to the relief work.

•	 Make sure you notify the DP of any duties you may miss, including form 

class.

•	 There is a drawer under the pigeon holes for relief work to go into.

Setting Relief Work

•	 Set more work rather than less.  The work should be keep students busy for 

the whole hour of class.

•	 Set specific tasks for students to complete.  Asking them to revise is 

insufficient.

•	 Provide textbooks or other relevant resource material if they are required 

for the lesson.

•	 Relievers should not have to teach a new topic.  Rather, set specific revision 
tasks or assignments/tests.

•	 Vary the activities given, e.g. 10 minutes reading, 20 minutes writing, 10 

minutes group discussion, etc.

•	 If you have a seating plan for the class, include it with the relief details.

•	 Include names of those who may need extra help or who may be disruptive, 

so that the reliever can keep a close eye on them.

•	 Check with department coordinator to see if the department has any 

relevant emergency lessons that can be used.

use of college fAcIlItIes
If you wish to use school facilities or equipment out of school time, you must 

seek permission from the Principal well beforehand.

VIdeo use In clAss
Videos can be a useful lesson resource. Teachers are advised not to overuse 

them and to be careful in the selection of what videos they choose to use for 

class viewing. 

If a video rated ‘PG’ is being used for Years 7-10 or an ‘M’  rated video is being 
used with a senior class, the teacher must:

•	 Inform the parents/guardians of what video will be viewed by the class.

•	 Explain why it is being used as a teaching resource.

•	 Allow parents/caregivers to ‘opt out’ their student if they decide they do 
not want their child to view the video.

http://www.minedu.govt.nz/
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1. Purpose

1.1. This policy has been established in an effort to provide consistency in 
the management of school vehicles.

1.2. To establish a fair process for the allocation of the school-owned 
vehicles.

1.3. To communicate acceptable practice and set boundaries around 
vehicle management and usage.

2.  Audience 

2.1. This policy applies to all school staff (BOT and BOG) and other individuals 
with access to or responsibility for a vehicle used for school business.

3.  Definitions

School :  Longburn Adventist College 

Administrator:  Mr Kelvin Rutherford (Phone: 027 2623470)

4.  Approved drivers 

4.1. School employees who have been pre-approved by the Business 
Manager (see Appendix 1).

5.  Health and safety 

5.1. Each vehicle must have a complete first aid kit. If not, please notify 
the vehicle administrator. Drivers must ensure    
the kits are replenished after use; please see the receptionist for the required 
first aid supplies.

5.2 No vehicle will be issued to any person where there are reasonable 

grounds to believe the person is under the influence of alcohol or drugs, or 

where the use of medication could impair the ability to drive safely and within 

the law.

5.3 All passengers must be seated and in their seat belts at all times while 

vehicle is moving.

5.4 Young children must ride in child safety seats as required by the traffic 

regulations.

5.5 There may not be more passengers in any vehicle than the number of 

seatbelts in the vehicle. For example, if there are eight seatbelts, there should 

be only eight passengers (except for the big bus).

5.6 During long trips, the drivers need to be aware of their driving 

limits based around driver fatigue and they are    

recommended to take rest about every two hours or every 100 km.

5.7 The offering of rides to hitchhikers in school vehicles is prohibited, and 

no animals are allowed into the vehicle.

5.8 Any materials being transported in a vehicle or trailer must be secured 

against movement.

6.  Vehicle sourcing 

6.1. Requests for vehicles should be written in the vehicle booking book 

and will be honoured on a first-come first-served basis, except in the case of an 

emergency.

6.2. When possible, vehicle request should be scheduled two weeks prior 
to the actual date of intended use and be recorded in the vehicle booking book 
with: vehicle name, user’s name, purpose, and when the vehicle will be leaving 

and returning. 

6.3. Hostel staff must check with the opposite dormitory for the use of the 

Deans’ vehicles in case of overlap with student errands.

6.4. The Boarding Department has priority over the blue van (see Appendix 
3) during after-school hours (3.30 p.m. to 8 a.m.). Any driver wanting to use the 
van during the period needs to have consent from the Boarding Director and 

approved by the Business Manager.

6.5. No group or individual is to monopolise the use of any vehicle. When 

scheduling conflicts arise, the Business Manager will mediate.

7.  Maintenance 

7.1. All approved drivers must ensure that the vehicle is in safe mechanical 
condition for driving. They are required to complete the applicable sections of 
the Vehicle usage/maintenance form before operating the vehicle (located in 

the car, on a clipboard).

7.2. If the driver of the vehicle notices before driving off, or during driving, 
anything abnormal, the vehicle administrator must be notified at the earliest 

possible convenience. The maintenance form for the vehicle must also be 
completed before leaving the vehicle. If it is not safe to drive, attach a sign to 
the steering wheel - “Do Not Use”.

7.3. If while driving the vehicle, it is deemed unsafe, the driver must 
not continue using the vehicle and must notify the vehicle administrator 
immediately. Attach a sign to the steering wheel - “Do Not Use”.

7.4. If a LAC vehicle is towing a trailer, then the trailer must have current 
registration/licence and WOF.

7.5. All approved drivers are responsible to return the vehicle with a full 
fuel tank after an out of town trip or when the tank is ½ full or below. Only a 
school fuel card can be used to purchase fuel. An exception to this is if there is 
no Caltex petrol station available (see Appendix 2 - the fuel card procedures).

7.6. School vehicles should be returned to the reserved parking area in a 
clean and tidy condition.

7.7. The keys and fuel cards to all vehicles are kept in the metal box in 
the staff room. All keys and fuel cards must be returned to the same place 
immediately upon return.

8. Fines and infringements 

8.1. Any infringement notices will be forwarded directly to the Business 
Manager, who has the responsibility to discuss with the employee.  The driver 
will be responsible to pay such fines and infringements.

Infringement notices include, but are not limited to, the following: 

Traffic offences (speeding, tow away, and parking tickets)

Not wearing seatbelts 

Using a mobile phone

Insecure loading of motor vehicles 

Failure to display current Certificate of Registration of Warrant of Fitness labels

Failure to present a current valid driver’s licence. 

9. Accidents

9.1. Responsibility for any conviction or loss arising from an accident or 

any other incidents resulting from an employee driving or attempting to drive 

under the influence of drugs or alcohol, belongs to the employee. The school 

may recover costs from the employee for any loss incurred by the school.

9.2. If an employee receives a number of speeding offences, has near-

miss accidents or actual accidents, these need to be actioned appropriately. 

This action could include a driver training course or a driver assessment at 

the expense of the department or, where appropriate, at the expense of the 

employee.  It may also include disciplinary action.

   

Date  

Approved By Business Manager:

   Date  

Approved By Board of Trustees:

   Date  

Approved By Board of Governors.

POLICY REVIEW DATE:  OCTOBER 2014 
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Appendix 1 – Approved drivers (must fulfil all criteria)

1. Drivers who have agreed to accept, and have signed, the Vehicle policy.

2. Drivers who have agreed to join The Transport Organisation Register Online (TORO).

3. Drivers who have a current, unrestricted, New Zealand Driver’s Licence for the appropriate vehicle class. Overseas licences will be accepted only in accordance 
with NZTA guidelines (check with the local Automobile Association office).

4. Drivers who are proficient in the driving of manual (column and floor gear) operated vehicles and not just an automatic vehicle. This will be demonstrated in a 
brief theory questionnaire and a short practical driving demonstration with the Vehicle Administrator.

Appendix 2 - Longburn Adventist College Fuel Card Use Procedures

1. Please use the right card for the right vehicle.  The rego on the card should match the rego for the vehicle (for example, the fuel card with AKC908 can only be 
used for the blue van which has that rego).

2. Before you fill with fuel, please read the mileage and write on a piece of paper and punch in the mileage on the Eftpos machine before entering the card PIN.

3. Only use the LAC Fuel Card to put fuel in LAC Vehicles.  Do not use cash or your own personal credit card to put fuel in LAC vehicles.  We will not reimburse this 
(except in exceptional circumstances).

4. Reminder: All users of vehicles must refuel before returning, when tank is ½ full or less

5. The metal box code is confidential. The person booking the vehicle is responsible for the key. Please keep the code to yourselves, and you are not permitted to 
lend the vehicle key to other people.

6. The fuel cards for the buses can only be used for diesel and oil. The fuel cards for the other vehicles can only be used for 91(standard fuel) and oil.

7. Please return the key and fuel card to the metal box in the staff room immediately upon returning to the college.  This does not include the bus key/fuel cards. 
The person who has booked the vehicle will be charged $30.00 for any lost key and $10.00 for any late return [i.e. the key is not available for the next user]. These 
fines can be waived if there is a valid and genuine reason. Any ongoing issues regarding non-compliance of the LAC Vehicle Policy may incur disciplinary action.

8. Please give the fuel receipts to the Accounts Clerk in the office.

 Appendix 3 – List of LAC Vehicles 

1.  BOG Vehicles 

No. Make Registration Availability

1 Toyota Estima van 

(grey)

FQQ451 Only for the L.A.C. 

House

2 Nissan Bluebird GDW462 Only for L.A.C. House

3 Toyota Carina 

(Green)

EPA413 BOG and BOT

4 Toyota Hiace van 

(Blue)

AKC908 BOG and BOT

5 Leyland bus UG6895 BOG and BOT 

2.  BOT Vehicle

No. Make Registration Availability

1 Isuzu Bus DFH828 BOT and BOG
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lAc VehIcle PolIcy AccePtAnce form 

I hereby confirm that I have read and understand the LAC Vehicle Policy. 

I have joined TORO. 

I will abide by the policy conditions and procedures. 

Signature ___________________________________________     Date ________________     

Name ___________________________________________
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Key:            Men or Ladies Bathroom       Disabled Bathroom
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Block A Classroom Floorplan

Blocks b & d Classroom Floorplan



contAct detAIls

Management

School Principal Brendan van Oostveen 
principal@lac.school.nz  ext 704

Deputy Principal Rosalind Burnette 
dp@lac.school.nz ext 705

Assistant Principal Stan Walsh 

stanw@lac.school.nz ext 707

Year Level Deans

Year 13 Dean Tamar Aiono 
tamara@lac.school.nz ext 747

Year 12 Dean Greg Woollaston 
gregw@lac.school.nz ext 723

Year 11 Dean Talia Grayson 
taliag@lac.school.nz ext 719

Year 10 Dean Faith Hignett 
faithh@lac.school.nz ext 735

Year 9 Dean Nigel Wright 
nigelw@lac.school.nz ext 770 or 723

Year 7/8 Dean  Cheryl Shirriffs 

cheryls@lac.school.nz ext 741

Head Of International Students  

All Year Levels Francis Aiono 
francisa@lac.school.nz ext 706 or 734

PHONE  +64 (0)6 354 1059 

FAX +64 (0)6 355 1350

EMAIL info@lac.school.nz

WEBSITE LAC.SCHOOL.NZ

PO Box 14001,

Longburn 4866,

New Zealand

POSTAL

ADDRESS


