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Hataitai School Personnel Procedures

Relieving Teachers

Hataitai School will sustain a learning environment that challenges and 
supports every child to develop to their fullest.

Our commitment

The Hataitai School board of trustees supports, develops and maintains a motivated and capable team of teaching and support staff, in order to provide the best learning environment for our students.  We meet all our legislative and contractual obligations in our role as a good employer.

Rationale of Professional Development Procedures
These procedures are designed to ensure that staff continue to develop their skills and teaching practice in line with the school directions for development.

Guidelines 
Teachers

· If absent because of sickness contact principal, or in their absence a Learning Leader.

· Contact to be made as early as possible.

· If at all viable a copy of planning for the day should always be available in classroom. If planning not at school a copy faxed, emailed or phoned through would be ideal.

· If absence is pre-arranged i.e. Professional development release, then specific planning should be left for the relieving teacher.

· If absence is pre arranged i.e. PRT/CRT please refer to appropriate procedures.

Relievers

· Report to office on arrival at school.

· Greeted by office manager or Principal.

· Given school relieving pack with highlights pointed out, if a relievers first time at Hataitai School

· Give relieving documentation to office manager on arrival.

· Collect relieving documentation from office manager at end of the school day.

· Leave a brief record in the classroom of work covered any incidents or events during the day.
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These procedures were reviewed in July 2007

