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MISSION STATEMENT 
 

Otamatea High School aims to provide a learning culture that will 
develop the whole child within 

a safe and secure learning environment. 
 

 
VISION 

 

Developing the well educated, balanced all-rounder who is 
able to contribute positively to our community. 

 
 

VIRTUES 
 

Collective Responsibility 

Environmental Awareness 

Respect and Honesty 

Individual Uniqueness 

Excellence 

 

 

 

 

 

 

 



 

 

 
 
 

 
 
Dear Parents and Caregivers 

 
We warmly welcome you to Otamatea High School and its wider 
community. We trust your association with the High School will be 
both challenging and rewarding. 
 
Enclosed is our information package outlining the educational 
opportunities Otamatea High School has to offer your child. 

 
We believe all students should receive a quality education within a 
disciplined, safe and supportive learning environment. We achieve 
this by having dedicated, professional staff, excellent facilities and a 
commitment to working closely with families and the community. We 
offer a full range of courses within an innovative curriculum. More 
importantly, we ensure each student is treated as an individual. 
 
At the junior level, we place a strong emphasis on reading, writing 
and numeracy in order to provide a firm foundation for growth. 
Students also have tuition in a wide range of other courses. 

       
Otamatea High School has excellent learning resources. These 
include computer facilities with access to the Internet, fully equipped 
workshops, a library with research facilities, extensive playing fields, 
and many well equipped specialist rooms. An Arts Centre, Astroturf 
Court, Fitness Centre, Gymnasium and Pool also provide excellent 
learning spaces.  
 
The school strives for excellence in all areas, offering innovative 
programmes with exceptional academic results. Students are 
encouraged to participate in a wide variety of extra-curricular 
activities in both sporting and cultural fields. As a result of this our 
students are very successful over a wide range of school activities.  
 
I warmly invite you to become part of our high achieving community. 
If you require more information or would simply like to visit our 
school, please don’t hesitate to contact me. 

    
 
 
 
 
 

Haydn Hutching 
Principal 

   

         2010 

Ph 09 4318230 
Ph/Fax 09 4318229 
0800 682 628 
ohs@otamatea.school.nz 

 

 

 



 

 

 
Otamatea High School Staff  

 
Mr Haydn Hutching   Principal 
Mr Roy Fletcher   Deputy Principal (History, NZQA Principal’s Nominee) 
Mrs Lyndsay Whitehead  Assistant Principal (History) 
 
Senior Managers 
Mrs Jill Olsson   Student Support (Languages other than English) 
Mr Shane O’Mahony Administration Systems (Info-Technology, Physics,    

Chemistry)            
      
Heads of Essential Learning Areas (HELAs)  
Mr John Laue   English  
Mr Paul Chambers   Health and Physical Wellbeing 
Mr Dirk Smyth   Mathematics 
Mr Paul Cathersides  Physical Science 
Mr Wayne Maclennan  Social Sciences (Senior Dean) 
Ms Kendra Greenwood  Technology  
 
 
Positions of Responsibility 
Miss Rebecca Barclay  Visual Arts (Practical Art, Photography) 
Mrs Penny Bates   SENCO (English) 
Mrs Liz Haines   Junior Dean (Science, Biology) 
Mrs Glenys Morrison   Hospitality Studies (Home Economics, Food Technology) 
Mrs Eileen Parsons   Young Enterprise (Financial Literacy, Accounting) 
Mrs Sue Shelswell   EOTC (Physical Education, Sport Leadership ) 
Mrs Alexander Smith  School Counsellor 
 
Assistant Teachers 
Mr John Bruce   Physical Education 
Mrs Robyn Bruce   Mathematics 
Mr Derek Chan   Mathematics 
Mr Barry Corlett   Performing Arts (Music), English 
Mrs Stella Clyde   Horticulture 
Miss Annie Davis   English 
Mr Danny Donaldson  Mathematics, Technology, Construction Skills 
Mrs Lauriean Getz   Science 
Miss Julia Godfrey   Science 
Mrs Denise Irwin   English 
Miss Ann Kingsford   English, Art, Media Studies 
Mr Mark Mackenzie   Automotive Studies, Drive Plan, Metal Technology 
Mrs Frances Maclennan  Social Science, English 
Ms Maria Paikea   Maori 
Mr Ross Perkinson   Mathematics, NZQA Liaison 
Mr John Perry   ESOL 
Mrs Klasina Sewell   English, Mathematics, Social Science 
Mrs Heather Troost   English, Japanese, Social Science 
Mr Marco Troost   Social Science, Geography, Tourism 
Mrs Elizabeth Van den Berg Fabric Technology 
Ms Deralee Waalkens  Extension Language 
Ms Debi Walters   Performing Arts (Dance, Drama) 



 

 

 
Staff and Student Support 
Mr Haydn Hutching  Student Support & Guidance, School Buses, Finance 
Mr Roy Fletcher Student Support & Guidance, NZQA Liaison Officer, 

Curriculum 
Mrs Lyndsay Whitehead  Student Support & Guidance, Staff Appraisal, Professional 

Development 
Mrs Stella Clyde  Gateways Co-ordinator, Work Experience 
Mr Wayne Maclennan  Senior Dean       
Mrs Jill Olsson   School Council, Distance Learning, Enrolments 
Mr Ross Perkinson   Examination Entries  
Mrs Penny Bates   Special Needs 
Mrs Liz Haines   Junior Dean 
Mr Paul Chambers   Activities 
Mrs Sally Green   Careers/International Students 
 
 
   
Support Staff 
Mrs Deborah Cornhill-Davies Executive Officer 
Mrs Nikki Donaldson  Principal’s Secretary 
Mrs Kay Robinson   Office Administrator 
Mrs Lyn Griffiths   School Secretary 
Mrs Catherine Pilkington  Librarian 
Mrs Vicky Garnett   Assistant Librarian 
Mr Ian Phillips   Sports Co-ordinator, Family Liaison, Attendance 
Mr Bryn Davies   Groundsman 
Mrs Paddy Dunn   Caretaker 
Mr Adam Campbell   Cleaner 
Mr Len Dunn    Cleaner 
Mrs Philippa Lewis   Cleaner 
Mrs Sandra Sears   Cleaner 
 
 
 

Board of Trustees 
 
Mrs Lynda Lewin (Chairperson)      09 432 0414 
Mr Murray Cullen ( Deputy Chairperson)    09 432 1742 
Mrs Jill Young (Secretary)       09 431 5574  
Mr Grant Eager (Committee)     09 431 8290 
Mrs Hazel Kaio (Committee)     09 431 8566 
Mrs Philippa Ross (Committee)     09 432 1781 
Melissa McCabe (Student Representative)   09 431 5455 
Mr Haydn Hutching (Principal)     09 431 2360 
Mrs Nikki Donaldson (Minutes Secretary)   09 431 8461 
Mr Paul Cathersides (Staff Representative)   09 431 8284 
 
 
 
 
The Board of Trustees has a regular monthly meeting at 7.30pm on the fourth Monday of each 
month. There are Board committees for finance, property and environment, personnel and 
student welfare. The meetings are generally held in the School Staffroom and are advertised in 
the weekly newsletter. We are always keen to have parents and other members of the public 
attend our meetings as observers. 



 

 

 
 

Parent Teacher Citizens Association 
 
 

The PTCA holds several meetings during the year, and these are advertised in the 
school newsletter. The PTCA welcomes parents and caregivers who would like to attend 
any or all of the meetings. From time to time special information meetings on topics of 
interest to parents and the wider community are held. The PTCA also arranges 
fundraising and helps at various school functions. 
 
The PTCA Officers for 2010 are:       
 
Chairperson   Mrs Katrina Dyer   09 431 2667 home 
Secretary   Mrs Lyndsay Whitehead  09 431 8116 home 
Treasurer   Mrs Karen Bradley   09 431 6982 home 
Publicity Officer  Mrs Lyndsay Whitehead  09 431 8116 home 
Uniform Liaison  Mrs Kay Damsted   09 431 2608 home 
Catering Coordinator Mrs Pam Chapman   09 431 8455 home 
 
 
 
 

Te Roopu Tautoko 
 
Te Roopu Tautoko, the school’s whanau committee,  
holds regular meetings to discuss issues relating to Maori. 
The officers for 2010 are: 
 
 
 
Chairperson  Mr Ben Hita    09 431 2631 home 
Secretary  Mrs Lyndsay Whitehead  09 4318 230 work 
Committee 
   Mrs Hazel Kaio   09 431 8566 home 

Mr Haydn Hutching     09 431 8230 school 
Ms Maria Paikea    09 431 8230 school 
Mr Wuzz Phillips   09 431 9199 home 
Mr Rau Morgan   09 431 2199 home 

 
Kaumatua  Mr Bill Taurua   09 431 2020 home 
   Mr Tapihana Shelford  09 439 2929 work 
    
 
 
 
 
 

Bus Contractors 
 
Brooks Motors – Maungaturoto/Waipu   Debbie Brooks      431 8059 
Leabourns - Kaiwaka Mr Terence & Mrs Gail Leabourn            09 423 7416 
 

 
 



 
Term Dates 

 
 

Term 1: Tuesday 2 February to Thursday 1 April       

Term 2: Monday 19 April to Friday 2 July 

Term 3: Monday 19 July to Friday 24 September 

Term 4: Monday 11 October to Friday 10 December 

 

Students in Years 7, 12 & 13 start school on Tuesday 2nd February 2010. 
All students attend school on Wednesday 3rd February 2010. 

 
 

School Hours  
 

School starts at 8.50am each day and finishes at 3.30pm. 
 
 
 
 
 
 
 
 
 
 
 
 

 
Timetable Structure 

 
The school day is divided into six periods of 50 minutes length, except for Wednesday 
when a different structure is followed to allow for ‘Senior Activities”. This gives 30 
periods throughout the week. The curriculum for Year students is divided as follows: 
 
    Yr 7   Yr 8       Yr 9   Yr 10         Yr 11-13 
 
English 6 periods 6 periods 6 periods 6 periods    5 periods/ 
Mathematics 5 periods 5 periods 5 periods 5 periods     subject          
Social Science 4 periods 4 periods 4 periods 5 periods   +  
Science 4 periods 4 periods 4 periods 4 periods     1 period  
Physical Education/Health 3 periods 3 periods 3 periods 3 periods      activities            
Languages 3 periods 3 periods 3 periods  
Technology 3 periods 3 periods 3 periods  
Arts 3 periods 3 periods 3 periods 
     
     
 

 
 Rotations/ 
Semesters

 

 



 

 

BELL TIMES  
 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
Assembly 

Period 1 

Period 2 

Interval 

Period 3 

Period 4 

Lunch 

Warning  

VFT 

Period 5 

Period 6 

 

8.50 -9.10am 

9.10 – 10.00am 

10.00 – 10.50am 

10.50 – 11.10am 

11.10 – 12 noon 

12.00 – 12.50pm 

12.50 – 1.40pm 

1.35pm  

1.40 – 1.50pm 

1.50 – 2.40pm 
 
2.40 – 3.30pm 

VFT/House 

Period 1 

Period 2 

Interval 

Period 3 

Period 4 

Lunch 

Warning  

VFT 

Period 5 

Period 6 

 

8.50 -9.10am 

9.10 – 10.00am 

10.00 – 10.50am 

10.50 – 11.10am 

11.10 – 12 noon 

12.00 – 12.50pm 

12.50 – 1.40pm 

1.35pm  

1.40 – 1.50pm 

1.50 – 2.40pm 
 
2.40 – 3.30pm 

VFM 

Period 1 

Period 2 

Interval 

Period 3 

Period 4 

Period 5 

Lunch 

Warning 

VFT 

Period 7 
(+ Activities) 
 

8.50 – 9.10am 

9.10 – 9.55am 

9.55 – 10.40am 

10.40 – 11.15am 

11.15 – 12.00pm 

12.00 – 12.45pm 

12.45 – 1.30pm 

1.30 – 2.15pm 

2.10pm 

2.15 – 2.25pm 
 
2.25 – 3.30pm  

VFT/House 

Period 1 

Period 2 

Interval 

Period 3 

Period 4 

Lunch 

Warning  

VFT 

Period 5 

Period 6 

 

8.50 -9.10am 

9.10 – 10.00am 

10.00 – 10.50am 

10.50 – 11.10am 

11.10 – 12 noon 

12.00 – 12.50pm 

12.50 – 1.40pm 

1.35pm  

1.40 – 1.50pm 

1.50 – 2.40pm 
 
2.40 – 3.30pm 

Period 1 

Period 2 

Interval 

Period 3 

Period 4 

ASSEMBLY 

Lunch 

Warning  

VFT 

Period 5 

Period 6 

 

8.50 -9.40am 

9.40 – 10.30am 

10.30 – 10.50am 

10.50 – 11.40am 

11.40 – 12.30pm 

12.30 – 12.50pm 

12.50 – 1.40pm 

1.35pm  

1.40 – 1.50pm 

1.50 – 2.40pm 
 
2.40 – 3.30pm 

    All 
Students 

Periods 1-6 (1 period dropped 
each week as per below). 
Seniors – P7 – Activities 
Juniors – P7 – always the 
same. 

    

 



 

 

 
 
 
 

Music Tuition 
 

At present the school offers lessons for the following instruments: 
 
   Keyboard  Guitar   Drums 
 
 
These lessons are held during school time and are open to all ages (subject to the 
availability of instruments). 
 

There is a hireage fee for some instruments as well as a small fee to cover expenses 
such as photocopying and repairs. 
 

We have Rock Quest bands and small instrumental groups that give students 
opportunities to perform on their instruments. 
 
Music is taught as a curriculum subject. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Textbooks and Stationery 
 

Textbooks are issued on loan to students who are expected to take full responsibility for 
them. Students will be billed for lost or damaged books. 
 
Stationery is sold at the school at competitive prices. 
 
 
 
 
 

 
 



 

 

 
School Donation 

 
 
Our school donation is not compulsory, but it is very important to our school because it 
pays for curricular and extra-curricular activities which we otherwise could not offer 
students. 
 
 
It comprises: 
 
$60.00 per year for one child ($90.00 for 2 or more) 
  20.00 per year photocopying levy (for each student) 
  10.00 per year cultural fee (for each student) 
______ 
$90.00  
    5.00 per child (once only) student file 
______ 
$95.00 
 
Note: 
1.  The cultural fee enables students to see the visiting performing groups which visit  
  the school annually e.g. The Ugly Shakespeare Company. 
 
1.         The student file, is a one off payment and the file will be given to the student, on  

        request, when they leave school. 
 
3. Subjects, such as English, Mathematics and Science make use of workbooks and  
 study guides which may incur an extra cost. These are used in class and for  
 homework and are kept by the students. It is very important that these are  
 purchased when requested by the teacher. 
  
Some subjects have a take home component, charge fees. For example, Technology 
and Home Economics. These fees are compulsory. 
 
An account will be sent home in Term One or, if not at the beginning of the year, when 
the student enrols.  
 
To spread the load of costs to parents, automatic payments can be arranged through the 
Executive Officer, Mrs Cornhill Davies. 

 



 

 

 
 

Student Conduct & Expectations 
 
 
 
All students are expected to: 
 

• arrive on time 

• follow instructions 

• bring the equipment needed 

• leave other people and their property alone 

• remain in their seats unless instructed to move by the teacher 

• avoid “put downs” or offensive language 

• be thoughtful and considerate 

• show respect for themselves and for others 

• wear their uniform well and with pride 

 
In general, the school aims to maintain high standards of student conduct based on 
pride, self-respect and concern for others.  
 
We hope that parents will give their full support to staff in upholding these standards. 
 
 
 
 

 
 
 
 

 
 
 
 
  

2008 Dux and Proxime Accessit 
 
 

“TO BE THE BEST THAT YOU CAN BE”. 
 
 

 



 

 

OTAMATEA HIGH SCHOOL UNIFORM  
 

School uniform must be worn by all Year 7 to Year 12 students. Unless otherwise stated, school uniform can 
be purchased from Skeltons Drapery in Paparoa and at Otamatea High School. Second Hand uniform can 
also be purchased from the PTCA. It is a trans-seasonal uniform worn all year - there is not a separate 
“winter” or “summer” uniform. Year 13 students continue to wear mufti but it must be of an acceptable 
tandard. s 

 
Girls Uniform: (Yr 7, 8 & 9) 
Polo Shirt: Choose between white or grey marle polo shirt. 
Sweatshirt: Royal blue heavyweight sweatshirt with straight sides. 
 Choose between shorts, trousers and skirt. 
Shorts: Grey polyviscose shorts with elastic at waist and two pockets. 
Trousers: Grey polyviscose trouser with elastic at waist and two pockets (must be hemmed). 
Skirt: Grey polyviscose A Line skirt - kick pleat at the back with zip pocket.  
Hose: Black opaque tights or black pantihose – with shoes only. 
Socks: White ankle socks only. Socks cannot be worn with sandals. 
P.E. Gear: White tee-shirt heavyweight lacoste fabric, with monogram.  
 Green knit shorts, $16.50 purchased through PTCA. A respectable one-piece swimsuit. 
Shoes: Plain Black shoes or black leather roman sandals. 
 
 
Boys Uniform: (Yr 7, 8 & 9) 
Polo shirt: Grey marle polo shirt. 
Sweatshirt: Royal blue heavyweight sweatshirt with straight sides. 
  Choose between shorts and trousers. 
Shorts: Grey westpoint drill, hard wearing, action waist, twin pleats, fly, two pockets long leg 
Trousers: Grey polyester viscose blend, hard wearing, belt loop, twin pleats, two pockets, adjustable 

waistband (must be hemmed). 
Socks: Mid-grey 3/4 length, with royal blue stripe. Socks cannot be worn with sandals. 
P.E. Gear: White tee-shirt, heavyweight lacoste fabric, with monogram. Green nylon or cotton shorts 

available from local retailers. 
Shoes: Plain Black shoes or black leather roman sandals. 
 
Girls Uniform: (Yr 10) 
Polo Shirt: Choose between white or grey marle polo shirt. 
Jersey: Royal blue V-neck monogrammed jersey. 
 Choose between shorts, trousers and skirt. 
Shorts: Grey polyviscose short with elastic at waist and two pockets. 
Trousers: Grey polyviscose trouser with elastic at waist and two pockets (must be hemmed). 
Skirt: Grey polyviscose A Line Skirt - kick pleat at the back with zip pocket.  
Hose: Black opaque tights or black pantihose – with shoes only. 
Socks: White ankle socks only. Socks cannot be worn with sandals. 
P.E. Gear: White tee-shirt heavyweight lacoste fabric, with monogram.  
 Green knit shorts, $16.50 purchased through PTCA. A respectable one-piece swimsuit. 
Shoes: Plain Black shoes or black leather roman sandals. 
 
Boys Uniform: (Yr 10) 
Polo shirt: Grey marle polo shirt; 
Jersey:  Royal blue V-neck monogrammed jersey. 
  Choose between shorts and trousers. 
Shorts: Grey westpoint drill, hard wearing, action waist, twin pleats, fly, two pockets long leg 
Trousers: Grey polyester viscose blend, hard wearing, belt loop, twin pleats, two pockets, adjustable 

waistband (must be hemmed). 
Socks: Mid-grey 3/4 length, with royal blue stripe. Socks cannot be worn with sandals. 
P.E. Gear: White tee-shirt, heavyweight lacoste fabric, with monogram. Green nylon or cotton shorts 

available from local retailers. 
Shoes: Plain Black shoes or black leather roman sandals. 



 

 

Girls Uniform: (Yr 11 & 12) 
Blouse: Button Up blue blouse. 
Jersey: Royal blue V-neck monogrammed jersey. 
 Choose between shorts, trousers and skirt. 
Shorts: Grey polyviscose short with elastic at waist and two pockets. 
Trousers: Grey polyviscose trouser with elastic at waist and two pockets (must be hemmed). 
Skirt: Grey polyviscose A Line Skirt - kick pleat at the back with zip pocket.  
Socks: White ankle socks only. Socks cannot be worn with sandals. 
Hose: Black opaque tights or black pantihose – with shoes only. 
P.E. Gear: White tee-shirt heavyweight lacoste fabric, with monogram.  
 Green knit shorts, $16.50 purchased through PTCA. A respectable one-piece swimsuit. 
Shoes: Plain Black shoes or black leather roman sandals. 
 
Boys Uniform: (Yr 11 & 12) 
Shirt:  Button up blue shirt 
Jersey: Royal blue V-neck monogrammed jersey. 
  Choose between shorts and trousers. 
Shorts: Grey westpoint drill, hard wearing, action waist, twin pleats, fly, two pockets long leg 
Trousers: Grey polyester viscose blend, hard wearing, belt loop, twin pleats, two pockets, adjustable 

waistband (must be hemmed). 
Socks: Mid-grey 3/4 length, with royal blue stripe. Socks cannot be worn with sandals. 
P.E. Gear: White tee-shirt, heavyweight lacoste fabric, with monogram. Green nylon or cotton shorts 

available from local retailers. 
Shoes: Plain Black shoes or black leather roman sandals. 
 
Yr 13 Girls Dress Uniform: 
Trousers: Black  
Blouse: Mist  
Jersey: Jersey: Royal blue V-neck monogrammed jersey. 
Shoes: Black polishable leather lace-up shoes with black laces, black soles and flat heels 
Socks:  Black ankle socks 
 
Yr 13 Boys Dress Uniform: 
Trousers: Black  
Blouse: Mist  
Jersey: Jersey: Royal blue V-neck monogrammed jersey. 
Shoes: For both boys and girls - black polishable leather lace-up shoes with black 
 laces, black soles and flat heels.  
Socks:  Black ankle socks 
Tie: OHS tie  
 
Dress Uniform is ordered through the school. School Uniform is only available through  
Skeltons – Paparoa or Otamatea High School. 
____________________________________________________________________________ 
Extras: Navy caps $5, grey monogrammed beanies $15 and multi striped scarves $30. They must 

not be worn inside. Striped school tie $30 – boys only. All these items are available through 
the school only and are for girls and boys. 

 
Tracksuit: For school SPORTS TEAMS ONLY - regulation royal blue jacket (with green and  
 silver stripes) and royal pants with Otamatea printed on pants leg. Purchase at  
 school. 

 
Footwear: For both boys and girls - black shoes with black laces, black soles and flat heels, or black 

leather roman sandals available from local retailers. 
 
 
Note:  All uniform items are to be kept in good repair and be kept clean. 

 
 



 

 

DRESS CODE 
Otamatea High School 

 
 
 
All students must be in school uniform unless they have a note from their parent/caregiver 
excusing them for short term variations and an orange uniform pass issued by the school 
office. Students may be directed to the School Uniform Exchange where non-uniform items 
maybe exchanged for a uniform item which is loaned for 1 day only.  
 
 
Jewellery Jewellery is not to be worn, except for watches and ear-rings. These are: 

plain gold or silver studs only, no more than one stud per ear. No other body 
piercing permitted. 

 
Hair: Extreme hair styles and colourings are not permitted.  

For safety reasons, long hair must be tied back off the face. Head bands may 
be worn but must be plain white, green or blue.  

 
Other points to note:  

Nail polish and make-up is not to be worn. Finger nails should be clipped 
short. 
No graffiti on clothing, shoes bags or books.  
Belts may be worn, and are to be black with a plain buckle.  
A plain white tee-shirt may be worn under the polo shirt but must be tucked 
in.  
Boys must be clean shaven. 
No ‘low-riding’. 

 
   
   
 
 
 
 
 
 
 
 
 
 
 
 

Socks cannot be worn with sandals. 
 

    
All uniform items are to be kept in good repair and 

be kept clean.  
 

All uniform items should all be named. 



 

 

 
EXERCISE BOOK CODE 

 
Otamatea High School 

 
 
1. Write in books with BLUE pen. 
 
2. Underline in RED pen and use a ruler. 
 
3. Teachers will mark in GREEN pen. 
 
4. Diagrams should be in pencil unless directed otherwise. 
 
5. The covers of exercise books, inside and out, are to be graffiti free. The 

pages in the books should also be graffiti free. If a book has graffiti on it 
the student will be asked to remove it. This may mean that they have to 
copy the contents of their book into another book. 

 
6. Exercise books are to be set out as directed by the subject  
         teacher. 
 
7.  Pages may be bordered or decorated but this will be at the discretion  
         of the subject teacher. 
 
8. Books may be covered with appropriate photographs etc but must not 

advertise cigarettes, alcohol, promote drugs or contain any other 
material that is offensive to other staff, parents or students. 

 
9. All books are to be named with the student and teacher’s name. 
 
10. This exercise book code refers to folders as well. 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

 
PROCEDURE FOR ABSENCE FROM 

OTAMATEA HIGH SCHOOL 
 
ABSENCE FROM SCHOOL 
 
On the first and every other day your child is absent, the parent / caregiver must ring the 
school, before 8.50am if possible, to explain why the child is away. 
 
If your child is absent from school and his/her vertical form teacher does not know the 
reason why, the teacher will ask the Attendance Officer to telephone the child’s home to 
ask why he/she is not at school.  
 
 
LATE TO SCHOOL 
 
The student must “sign in“ on the clipboard in the office when he/she arrives at school. If a 
parent/caregiver is with them, then they should put their signature on the sheet also. If the 
student has a note, it should be left on the clipboard and a parent/caregiver signature is 
therefore, not necessary. 
 
If a parent/caregiver wants to ring the school to say their child is going to be late, then they 
may do so. In this case a note is not required. 
  
 
DEPARTURE DURING THE DAY 
 
The student’s parent / caregiver should provide a note addressed to the Assistant 
Principal, explaining why the student must leave during the school day. The student 
should bring that note to the Assistant Principal for her/him to sign, straight after they have 
been marked present and heard the daily notices during morning Vertical Form time. 
 
When the student goes to leave, he/she must “sign out” on the clipboard in the school 
office. The note must be left on the clipboard.  
 
If the student does not have a note, the parent/caregiver or adult who is collecting the 
student from school must put their signature on the sheet also. 
 
It would be appreciated if a note could also be sent to the vertical form teacher the next 
day. 
 
Year 13 students do not need a note. They must, however, sign in and out and must seek 
permission from a member of the Senior Management Team. 
 
SCHOOL BUSES 
 
Generally, because the buses are full, parents are unable to request permission that their 
child travel on another bus other than their own. An approach seeking permission must be 
made to Mr Hutching at least 3 days prior so that you can make alternative transport 
arrangements if your request is refused. 



 

ATTENDANCE OFFICER 
 
Otamatea High School is part of the Otamatea District Truancy Service. If a student has a 
number of days and/or a regular pattern of particular days away from school, then their 
name, address, phone number and absence details will be referred to the Attendance 
Officer who will make personal or written contact with the parents/caregivers. 
 
 
CHANGE OF ADDRESS / TELEPHONE NUMBER 
 
If a family moves, changes phone number or gets a number when they did not have one 
before, then it is important that the school is notified – particularly for emergency reasons. 
 
 
LEAVING SCHOOL 
 
If a student is leaving school, then the parent is required to ring the school and / or provide 
a signed note at least a week prior to the student’s last day. 
 
The student must collect from the office a Leaver’s Clearance Sheet, take it home for their 
parent/caregiver to sign, bring it back and go around all their teachers before their last day 
at school. The teachers will sign this form and fill in any outstanding fees / books that need 
to be returned. Everything needs to be settled up before the student’s last day. 
 
A Leaving Certificate can be provided to students who want one – but they are not issued 
unless the student has fully completed the leaving process. They cannot be issued to 
students who have left during/because of suspension, or who have been expelled. 
 
 
 
 
 
CELL PHONES 
 
Cell phones are banned from school. If a student is seen with a cell phone it may well be 
confiscated. Parents must come in person to the school office and it will be returned to 
them. 
 
 
 
 
 
 
 
 
SCHOOL CANTEEN  “Plod’s Palace” 

The school canteen is open before school, and at interval and lunchtime for students to 
purchase healthy food. 
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If you would like a copy of our prospectus or 
would like to discuss your child’s education 

in detail please ring the High School on: 
 

09 4318230 or Freephone 0800 682 628 
 

E-mail: ohs@otamatea.school.nz
 

Website: www.otamatea.school.nz
 
 

Haydn Hutching 
Principal 

mailto:ohs@otamatea.school.nz
http://www.otamatea.school.nz/
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