
 
POLICIES 

 

 
 
 
 

Please read the enclosed policies carefully before signing the 
consent/permission forms as part of your enrolment process 



Digital Citizenship at SHGC  
 

Sacred Heart Girls’ College supports a Digital Citizenship model for the promotion of safe and responsible 
use of technology. 
 

It is our belief that we must prepare our students to participate actively in the world in which they live. It is 
clear that a key skill in this new world will be their ability to participate as effective digital citizens. An 
important part of learning these skills is being given the chance to experience the opportunities, and the 
challenges presented by technology in a safe, secure and nurturing environment, where clear, effective 
guidance can be sought as students and teachers learn. 
 

E-Learning: 
The move to becoming a Google school in 2014 brought a wide range of possibilities into our learning 
environment. This service provides students and teachers with gmail, google docs, classroom, calendar, drive 
(with free cloud storage) and other associated products.  These products are also available for students to 
access at school and at home. 

 

 BYOD (Bring Your Own Device) enables new learning opportunities such as: collaboration, learning 
differentiation, learning beyond the classroom walls, interactive learning, and electronic resources. 
Teaching and learning is supported, facilitated and ‘redefined’ by the use of digital technology and 
digital collaboration tools. As we move forward, the use of devices will become embedded in the 
delivery of teaching and learning at SHGC. The use of technology in all teaching programmes is 
encouraged and supported with professional learning, tailored to needs of teachers, in a blended 
classroom curriculum.    

 

Students are encouraged to bring their device to use at school. In order to enable effective 
collaboration, the device should have a screen size of at least 10 inches, enable effective creation and 
editing of documents, and have the ability to connect to a wireless network. We do not specify a 
particular device, only that it meets this criteria.  

 

 Free Student WiFi is provided for access to Ultra Fast Broadband through Network for Learning. 
 

 Cyber Safety requires that students complete a Responsible Use Agreement before engaging with 
digital services at SHGC. The agreement places a significant emphasis on good and safe digital learning 
practices for students, families and staff. In light of the recent legislative changes, including Vulnerable 
Children Act and Harmful Digital Communications Act, our policies and procedures are reviewed 
regularly. This is further opportunity to engage with families and whanau to develop our educative 
partnership in this rapidly changing space. 

 

 Digital Technology Learning is also enabled through bookable computer labs to serve the needs of 
digitally driven assessment across all areas of the College. Digitally based subject learning: 
Photography, Design, Media, and Digital Technology are well resourced with high spec, industry 
standard, hardware and access to professional software. These resources are renewed on a 3-year 
rotation and then rolled out to other areas (labs/administration/learning area hubs). In addition, 
access to digital ‘hubs’ in the languages learning area has greatly enhanced the learning and teaching 
of mixed levels and online collaboration and personalised programmes of learning. The Library is also 
well equipped with desk-top computers for student research and project work, as well as 
laptops/notebooks for Year 13 private study. 

 

 Google Classroom has been adopted as a school wide Learning Management System (LMS).  Most 
classes have a Google Classroom set up to ensure that students have access to the resources that they 
require and to enable them to effectively collaborate with their peers.  Teachers can efficiently provide 
resources, timely feedback, differentiated learning opportunities and also easily collect data. 



 

 

Use of Technology Policy  
The daily life of the College shall be permeated with the values of Jesus Christ and the teachings of the Catholic 

Church. Special links will be maintained with the Sisters of the Mission as the College Founders and their 

special charism reinforced in the College.  

Rationale 
Sacred Heart Girls’ College supports a Digital Citizenship model for the promotion of safe and 

responsible use of technology. 

 

The Board of Trustees recognises that by fostering a culture of responsible digital citizenship in our 

students, staff and our wider community, we are encouraging everyone to take responsibility for 

themselves and others in their use of ICTs. This allows us to harness the potential that technology 

brings to the teaching and learning process, while minimising and learning to respond effectively to 

the challenges we may experience, while using them in a learning context. 

  

The Board is aware that preparing our students to make effective use of ICTs is an important part of 

their preparation for participation and contribution in society today and into the future. 

  

It is our belief that we must prepare our students to participate actively in the world in which they 

live. It is clear that a key skill in this new world will be students’ ability to participate as effective 

digital citizens. An important part of learning these skills is being given the chance to experience the 

opportunities, and the challenges presented by technology, in a safe, secure and nurturing 

environment, where clear, effective guidance can be sought as students and teachers learn. 

  

The Board recognises that its obligations under the National Administration Guidelines extend to use 

of the internet and related technologies. 

Policy 
 Sacred Heart Girls’ College will develop and maintain procedures around the safe and responsible 

use of the internet and related technologies (ICTs). These internet safety procedures will recognise 

the value of technology and encourage its use in a teaching and learning context while helping to 

minimise and manage the challenges that may be experienced by students, teachers and the wider 

school community. 

 

The school will consult with parents and the wider school community, as to how it intends to use ICT 

and where possible explain how it benefits the teaching and learning process. 

  

These procedures aim to maintain a safer school environment and address the need of students and 

other members of the school community to receive education about the safe and responsible use of 

information and communication technologies. 

 

*Please sign the Responsible Use Agreement (Student and Parent) 



Policy for Print and Online Publication of 
Student Images and Work 
 
Purpose of print and online publishing 
 
The daily life of the college will be permeated with the values of Jesus Christ and the teachings of the 
Catholic Church. Special links will be maintained with the Sisters of the Mission as the college Founders 
and their special charism reinforced in the college. 
 

Purpose 

The school uses a range of learning technologies to enhance student learning. These include electronic 
mail (email) and the Internet. From time to time, we publish in print or on the school's website 
material for educational purposes to share the results of learning within the school community and to 
promote the school within the wider community. 
 
This may include examples of students' schoolwork and images of students and groups of students in 
activities at the school. 
 
Images of students may include printed, scanned, digital or video images of them taking part in school 
or class activities. 
 
There are three main reasons the school publishes student material in print or online: 
 

 to  educate  the  student  in  accordance  with  the  national  curriculum, including the  role  
and  use  of technology in society; 

 to encourage the student to be part of and participate in the school community; 

 to promote the school in the wider community. 
 
 

Guidelines 

The school will publish the material only on its own website and New Zealand based websites 
endorsed by the Ministry of Education, such as the Ministry of Education's website The Online 
Learning Centre Te Kete Ipurangi (www.tki.org.nz). The school may also recommend that student 
work, or the whole school website, be available through Te Kete Ipurangi. 

 

Privacy and online publishing 

Parents and students should be aware that the school cannot control who has access to the 
information published in print or on its website or the other websites mentioned. In recognition of 
this, the school takes steps to safeguard the privacy of the students and to comply with the Privacy 
Act 1993. 
 

 The school will identify students in print or on the websites by their name and year at school 
only. Students' home addresses, and telephone numbers will not be available in print or on 
the websites. 

 
 



 
Copyright and online publishing 
 
The school may want to publish original material that students create at school, including artwork, 
such as drawings and paintings, as well as stories, poems and other literary work Original material 
created by students attracts protection under the Copyright Act 1994. The students own the copyright 
in their own artistic and literary works. 
 

 The school will not publish a student's image or work without written authorisation from the 
student and the student's legal guardians. 

 
School management of print and online publishing 
 
The school will set the educational purpose for publishing students' work in print or online. A student's 
image and schoolwork may be chosen for print or online publication if it meets this purpose and if the 
school holds the consent of the student and her parent to publish the student's material in print or 
online. The material chosen must also meet the standards required for the printed publication or 
website on which it is to be published. 
 
If the material is to be published on another website, such as The Online Learning Centre - Te Kete 
Ipurangi, then it must meet the publishing standards of that website. 
 
The school will not publish material in print or online that may defame anyone, be objectionable from 
a human rights point of view, be obscene, or infringe the copyright of third parties. All the student 
material published online will be subject to an editing process, which will include the correction of 
spelling and grammatical errors. 
 

Permission sought by the school 
 
The permission the school seeks is: 
 

 authorisation to publish the student's personal image or work in print or online, as required 
by the Privacy Act, and 

 a licence to publish any copyright work of the student in print or online. 

 

Enquiries 

The school has a designated Privacy Officer who is available to answer any enquiries from parents or 
students about the operation of the school's policy for the print or online publication of student 
images and work. 
 
The school’s Privacy Officer is: Cushla Jackson – Deputy Principal 
 

Disputes 
 
The school has a procedure to resolve complaints or other disputes. This procedure is contained in the 
Appreciation and Complaints procedure (available on the website). 
 

*Please sign the Publication of Student’s Image and Work (Student and Parent). 



 
 

Enrolment Policy (see website) 
 

Preference Students 
 

Catholic schools are bound by law to enrol a majority of students (usually 95%) for whom it can be 

established there is “particular or general religious connection with the Special Character of the 

school.” A Parish Priest must decide on preference before the school’s Principal may consider 

enrolling a student. The criteria the Parish Priest may select from to determine preference are: 

 
5.1       The child has been baptised or is being prepared for baptism in the 

Catholic Church. 

 
5.2       The child’s parent/guardians have already allowed one or more of its 

siblings to be baptised in the Catholic faith. 

 

5.3       At least one parent/guardian is a Catholic and although their child has not yet been 

baptised, the child’s participation in the life of the school could lead to the parent having the 

child baptised. 

 

5.4       With the agreement of the child’s parent/guardian, a grandparent or other significant 
adult in the child’s life, such as an aunt, uncle or godparent, undertakes to support the child’s 

formation in the faith and practices of the Catholic Church. 

 
5.5       One or both of a child’s non-Catholic parents/guardians is preparing to become a Catholic. 

 
 
 

If you believe your daughter qualifies for Preference for Enrolment, you should make an appointment 
with your Parish Priest so that he may consider your case. He will have a copy of the relevant form. 

If he can be presented with sufficient evidence, he will sign that form to grant preference. You must 

bring that form to the school with your enrolment form, so that your child might be considered for 

enrolment. 

 
 
Non Preference Students 
 

Applications for enrolment are also welcome from non preference students.   We reserve a small 

number of places for non preference students.  Please refer to our Enrolment Policy on the website 

for further details.    

 
 
 
 



Education Outside the Classroom 
General Consent in Principle for all Standard Low Risk EOTC  

 

Opportunities to extend your daughter’s learning often involve activities and trips out of 
school.  This consent form is ‘consent in principle’ to low risk, local activities such as a walk to 
the museum in town (with staff) or a workshop held at a local venue.   Parents will be informed 
of the trip and details and will be given the option to withdraw.  This only applies to activities 
which are of and in themselves regarded as low risk.  All other trips and activities will require 
written Permission and Consent from parents/guardians. 

 

We appreciate your support in this matter so that these valuable experiences can be arranged 
with minimal fuss. 

 
 

*Please sign the Education Outside the Classroom consent form for 
Parents/Guardians.    

 



Checklist for parents/caregivers/students to complete 
 

1 Preference of Enrolment Certificate - signed by all parties  

2 Copy of Birth Certificate and/or Passport 

For students born outside NZ:  Immigration Papers 

 

 

3 Enrolment application - signed by all parties  

4 Responsible Use Agreement – signed by all parties  

5 Permission Slip - Print and Online Publication of Student’s Image and 
Work – signed by all parties 
 

 

6 Education Outside the Classroom – General Consent in Principle for all 
Standard Low Risk EOTC – signed by all parties 

 

 

7 Help required form  

8 Student Profile  

9 Maori/Pasifika Strengthening and Communication (if applicable) 

 
 

10 Court order (if applicable) – eg Parenting Order, Guardianship, 
Protection Order. 
 

 

 

Please be advised that we are unable to process your enrolment if any documentation is not 
attached or incomplete, including signatures of all parties concerned. 

 

The closing date for enrolments to be received at Sacred Heart Girls' College is Monday, 26 
June 2017.  

 

Please remember, if your daughter was born OUTSIDE of New Zealand, you must include a copy 
of her current residency visa/permit or citizenship. 
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