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TIKOKINO



NAG 3

TIKOKINO SCHOOL

PERSONNEL

PROCEDURE:   POLICE VETTING OF NON-TEACHING EMPLOYEES, VOLUNTEERS AND CONTRACTORS

The purpose of this procedure is to establish guidelines for:

1. The screening of applicants for positions that require substantial direct contact with children, and;

2. The procedures to be followed once a police vet has been received.

The Teachers Council vets teachers every three years when they seek renewal of their teaching registration. The cost is contained in the registration fee.

Limited Authority to Teach (LAT) employees are treated the same as teachers. The cost is contained in the registration fee. 

Support staff must be police vetted by the school before they can be appointed. They must then be police vetted every three years.

All parents who are working directly with students other than their own, or transporting students other than their own to events must be police vetted. 

Parents attending class camps must be police vetted.

Prior to contractors completing work on school site, the contractor is to be asked if workers being sent to school are police vetted. Otherwise they are encouraged to complete work outside of school hours, or to be possibly supervised while on school site.
GUIDELINES:

Preparing to Conduct a Police Vet
All application forms for a non-teaching position must:

1. Make reference to the fact that the appointment will be subject to satisfactory police vet. A “Consent to Disclosure” form will need to be completed in full by the individual concerned and forwarded to the Office of the Commissioner, P O Box 3017 Wellington.

2. Make clear individuals will be disqualified from holding positions that require substantial contact with children if their criminal records include any of the following;

· Past history of sexual abuse of children

· Conviction for any crime in which children were involved

· History of any violence or sexually exploitative behaviour

3. Make clear that any offences relevant to a specific position in which a paid employee 

(or volunteer) may serve to disqualify an individual from serving in such a position.

4. Indicate that the Principal, when evaluating criminal history records, may consider other factors (e.g. length of time since offence occurred) before deciding on whether or not to proceed to the selection process.

5. Make clear that declining a police vet will result in the discontinuation of the application or, in the case of a contractor, may result in changing the hours of work to avoid direct contact with children.

Receiving a Police Vet

1. Due to the sensitive nature of information a school may receive, all police vets sent by the Teachers’ Council must be addressed to the Principal marked “Private and Confidential.”

2. The Principal must observe strict confidentiality and share the information with only the Board as employer and any employee tasked with handling the information. Copies of the vet will be stored in the employees personnel file in the principals office.

3. Applicants will be given a chance to challenge the accuracy of information received.  However, until the Board receives a correction from the police, it should assume the information received is correct.

4. Applicants will be given a chance to challenge the accuracy of information received  within a reasonable period.  Failure to do so will result in a discontinuation of the application process.  However, the Boards must ensure that it observes the principles of natural justice and procedural fairness.

5. If a vet does reveal criminal offences or concerns by the police then consideration needs to be given as to whether the information should affect employment at or access to the school.

6. If after considering the nature of an individual’s criminal record the Board decides that it has no concerns, then the vet should be destroyed or handed to the applicant.  A record of the vet having taken place must be kept.

7. The school will operate a Register of all requests made for a police vet. This will include:-

· subjects name

· category (support staff, contractor, contractor’s employee, volunteer)

· date sent to Office of Commissioner

· date result received

· outcome (“pass” or “fail”)

· date the vetting expires

· comment.
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