Sacred Heart School

A Catholic School for Year 1 to 8 pupils

MISSION STATEMENT
“Our school exists to
provide an excellent
Catholic education where
Christ and Gospel values
are the centre if school life”

www.sacredheartchch.school.nz
40 Spencer Street
Phone: 338 3247
Fax: 339 2086
email: office@sacredheartchch.school.nz

PO Box 9313
Tower Junction
CHRISTCHURCH 8149

Dear Parents,
Welcome to Sacred Heart School. Sacred Heart School is an important part of
the Sancta Maria Parish Community, and has existed for over 140 years.
This handbook should answer your questions concerning school policy or
routines. Please do not hesitate to contact the Principal or the appropriate
staff member if you wish to have something clarified.
This booklet has been compiled with the purpose of acquainting parents more
fully with the school and its workings. Please read it and keep it handy.
The Board of Trustees are working for the betterment of your children. Get to
know them and support them. Visit your school - get to know your child’s
teacher - offer help - take part in Parent-Teacher, school and class activities.
All children appreciate their parents taking an interest in what they do at
school.
Yours sincerely,

Frank McManus
PRINCIPAL

MISSION STATEMENT
Our School exists to provide a Catholic education of the
highest possible standard where Christ and
Gospel Values are the centre of school life.

OUR SCHOOL VISION
Sacred Heart School is a Catholic Community
enriching and empowering our students for
participation in life for the 21st century.
Our students will be:
Thinkers
Organised
Confident
Literate
Live the Sacred Heart Way

OUR SCHOOL HERITAGE
Sacred Heart School has been providing a Catholic Education for the
children of Sancta Maria Parish for over 140 years. We are proud of our
past heritage. The Mission Sisters taught here for almost 100 years and it
is fitting that the School Library is named after their foundress - Sister
Barbier Euphrasie.
The quality of our school is the key to your child’s future. Sacred Heart
School looks to the future by building on the best of the past and
incorporating this with the knowledge of the present. We are a learning
community of parents, children, teachers and others. We work together
through co-operation, support and celebration, so that we can achieve the
best for all children.
School Motto: The school motto is “Virtue & Knowledge”. The
virtue stands for moral excellence, goodness, uprightness and
knowledge represents the truth and our search for it.

OUR STAFF AND CLASSES
Our teachers bring out the gifts of each child and turn them to talent.

Principal:

Mr Frank McManus

Parish Priest

Fr Peter Head sm

Deputy Principal:

Liz Williams

Director of Religious Studies:

Paula Duncan

Head of Junior School:

Lyneen Thomson

Junior Syndicate:

Paula Duncan - Muriwai
Molly Farrell - Aumoana
Lyneen Thomson - Teretere
Nicki McFadzien - Paretai

Middle Syndicate:

Megan Journee
Jo McLachlan

Senior Syndicate:

Liz Williams
Kayte Jory

Reading Recovery:

Mrs Pam Clearwater

Teacher

Hellen Munro

ANCILLARY STAFF
Teacher Assistants:

Mrs Sue Kortegast
Mrs Rowela Limcangco
Ms Carla Bourne
Mrs Mona Gillamac

Office Administrator:
Mrs Angela Stuart
(8:30 am—3.30 pm Monday-Thursday, 8.30 am—3.30 pm Friday)
Caretaker/Cleaner:

Mr John Kubiak

BOARD OF TRUSTEES
Chairperson:

Sarah Wiki-Bennett

Proprietor’s
Representatives:

Father Phil Bennenbroek sm
Michelia Miles
Joselyn Ebuen

Parent
Representatives:

Lawrence Ford
Loida Zarandona
Jemma Hudson
Carmen Kenton

Staff Representative:

Liz Williams

Principal:

Frank McManus

TERM DATES 2021
Term 1
Term 2
Term 3
Term 4

Wednesday 4 February - Friday 16 April
(Waitangi Day observed Monday 8 February - School Closed,
Easter 2-6 April - School Closed)
Monday 3 May - Friday 9 July
(Cluster Teacher Only Day Friday 4 June,
Queen’s Birthday 7 June - School Closed)
Monday 26 July—Friday 1 October
Monday 12 October—Friday 16 December
(Labour Day 25 October - School Closed,
Canterbury Anniversary 12 November - School Closed)

RELIGIOUS EDUCATION
Religious Education is taught throughout the School. This
curriculum teaches:
•
•
•

What the Catholic Church believes and teaches.
Understanding about how the Catholic Church celebrates, lives
and prays.
How people can respond freely to God according to their gift of
faith.

What is taught?
The programme is divided across Learning Strands and four Learning
Modules. A Learning Strand is a major area of knowledge divided into
eight different focuses – one for each of the eight years of schooling.
The Strands are:
•
•
•
•
•
•

God – “The Father Almighty”.
Jesus Christ – “His only Son, our Lord”.
The Holy Spirit – “The Lord, the giver of Life”.
Church – “Community of Disciples”.
Sacraments.
Communion of Saints.

A Learning Module is also a major area of knowledge which will be taught
in every class in every year.
The Learning Modules are:
•
•
•
•

The Liturgical Year
Prayer
Sacramental Celebrations
Myself and Others

Masses and Prayer Services are held regularly for classes and the
school. Parents are encouraged to attend these. There are also four
School Sunday Masses during the year at which all
children are expected to attend. Opportunities to receive the
Sacrament of Reconciliation are provided during school hours.
Reception of Reconciliation and First Communion are seen as a family
responsibility supported by the school. The preparation for these
sacraments is carried out in both Parishes which parents are very much
involved in.

ENROLMENT PROCEDURES
The Integration Act (1975) gives preference for enrolment to those parents
who have a particular or general religious connection with the special
Catholic character of the School.
Parents or guardians who seek preference for enrolment will
produce evidence signed by a Parish Priest that they have an
established connection with the community of his Parish.
The usual criterion for establishing a particular religious connection with
the special character of the School should be the Catholic
Baptism of the applicants’ child. An appointment is made to meet with the
Principal initially and then later with one of the Parish Priests.
Upon sighting evidence for preference enrolment, the School
Principal can then proceed with the enrolment of the child.
Applications for non-preference enrolment can be made, but places for
such pupils are limited under the terms of the Integration Act.
The Board of Trustee’s enrolment policy is available for inspection at the
school office.
PRE SCHOOL VISITS
Such visits are seen as a very important way of introducing children to the
School environment. The New Entrant Teacher will contact parents to
make arrangement for a visit.
New entrant children will also finish school at 3.00 pm along with the rest
of the school.

FEES
Attendance Dues
The payment of Attendance Dues is a legal requirement that parents/
guardians accept when they enrol their child in an Integrated School.
Attendance Dues are determined by the Bishop, the Proprietor of the
School, and the Crown. All Catholic Schools charge Attendance Dues
which are a legally binding charge on all parents and caregivers who have
enrolled their children at a Catholic school. The Parish Office will send an
account for Attendance Dues each term.

•

•

•

Camps for Years 5—8 students are costed every second year and
charged to each family before the camp commences. These
costs are advertised in the newsletter later in the year preceding
the camp.
In Year 7 and 8 a Technology cost of $60.00 is charged once, on the
Term 1 school account. (All costs are invoiced to each student
per term from Sacred Heart School). These payments will be
receipted

ABSENCES
If your child is away from school or is going to be late, please notify the
school office (phone 338 3247) by 8.55 am. We need to know this, as we
have an electronic attendance register reporting absentees, and it is for
your protection as well. The answer phone is usually on all evening so
you can ring any time. Please state the reason for the absence.
Absences can also be sent via the School App.

APPOINTMENTS
If you wish to see a staff member or the Principal, please arrange through
the office (phone 338 3247) for an appointment. The staff will endeavour
to be available and we do like to see you if you have any concerns. Staff
meetings are held every Tuesday at 3.15 pm, meaning that teachers are
unavailable at this time.

ASSEMBLIES
School assemblies are held regularly to celebrate children’s
achievements. Please check the newsletter for dates and times. Parents
are welcome and are encouraged to attend these.

BOARD OF TRUSTEES
The Board of Trustees is a legally constituted elected community group,
responsible for the governance of the school. Elections for the five parent
representatives takes place every three years. Up to four Proprietor’s
Representatives are appointed by the Bishop, also for three years.

CONCERNS
If you have a concern about a school matter, please discuss it with the
Class Teacher or School Principal.

CYCLES
Senior pupils (9+ years) may ride their
bikes to school provided they wear a
helmet and always lock their bike. (The
Ministry of Transport recommends that
children under 10 do not bike to school).
Children are not permitted to bike in the
school grounds.

DENTAL TREATMENT
Children are looked after by the Dental Nurse who
will be based at Hillmorton Hospital. Each year the
Nurses set up a mobile clinic at Sacred Heart School
and check each student.

DISEASES AND EXCLUSION FROM SCHOOL
Some diseases require the exclusion of children from school. Among
these are:
Measles: Exclusion for at least four days after rash appears.
Mumps: Exclusion until nine days after onset of swelling.
Scarlet Fever: Children may return to school 24 hours after starting antibiotic treatment.
Chicken Pox Exclusion until lesions have crusted over - usually sixth or
seventh day from onset.
Impetigo: (School Sores) Children may return to school 24 hours after
starting anti-biotic treatment.
Hepatitis A: Exclusion of one—three weeks after onset; and until one
week after jaundice has started.
Hepatitis B and C: No exclusion from school is required.

EMERGENCY CLOSING OF THE SCHOOL
• If the school has to be closed because of some extraordinary
circumstances, we will do our best to inform you in as many ways
as possible.
• In the event of a civil emergency, children will only be released to
their parents/caregivers, family member or the person listed as
emergency contact on your enrolment form.
• All children will be supervised until they can be released to an
appropriate adult.
• The school has a full crisis management plan.
• The school has a full emergency plan and safety pack
• Available should the need arise.
• Our facebook page and School App will carry details of any
unexpected closure details.

FIRST AID TREATMENT

From time to time accidents do occur in spite of careful supervision by the
staff. Most problems are minor and are remedied by a quick visit with a
staff member to the first aid cabinet. Sometimes just a friendly word will
suffice. However, in the case of a more serious accident immediate first
aid treatment will be given and the parents will be contacted at once.
Should the parents not be available the school will continue with the
necessary steps in “loco parentis”.
These would include:
1
transport if practicable to the child’s family doctor (or another if family
doctor is not known) or hospital.
2

staff will then take further steps (if necessary) on the advice of the
doctor.
Continuing efforts to contact parents will remain a priority while the other
steps are being taken.

Please Note—Children requiring medication through the day.
This medication must be labelled with name and dosage and handed into
the office. The School Secretary will be responsible for its administration.
This is especially important for infant children as the dangers of
unsupervised medication are obvious to all.
Allergies/reaction to stings etc. Children having allergies or reactions that
may adversely affect the health of the pupils should be known to the
school. Please advise urgently if this difficulty is present.
HAIR—we require that shoulder length and longer hair be tied back. This
is for health and safety reasons

HOMEWORK/THE CHALLENGE PROGRAMME
Homework may be given to reinforce work that has been taught in class or
to practise a skill. Reading at home is to be encouraged for all pupils.
All children from years 3—8 are encouraged to participate in The
Challenge Programme. They are optional and provide children with the
opportunity to excel in PE and the Outdoors, Academic Excellence,
Excellence in the Arts, Service in School and Giving. Attractive badges are
awarded on the completion of each years challenge.

INFORMATION TECHNOLOGY
All children have access to computers which are used as an important tool
for learning throughout the school. The school is fully networked for email
and internet.
Pupils and parents sign an Internet Safety Agreement prior to pupils using
the internet.

LIBRARY
The school has a modern well stocked, computerised library and library
skills are taught throughout the school.

LOST PROPERTY
You are reminded to mark all children’s clothing clearly. Check classrooms
and with classroom teacher.

www.lunchonline.co.nz
We use an online ordering system for families wanting to purchase lunches
for their children on a Friday. Please visit the lunchonline site and follow
the instruction on how to order.

TECHNOLOGY
All Year 7 and 8 pupils attend Technology at Kirkwood Intermediate
School. The Centre is an efficient one and a high standard of work and
conduct is expected so that maximum performance and benefit is assured.
Manual fees are set at the start of the year and we ask that you pay them
promptly please.

MASSES
School Masses are held regularly as also are Class Masses and Class
Prayer Services. Please check the dates in your School Calendar, as you
are encouraged to attend. There are several Sunday School Masses
during the year where the whole school
participates ie all school families are expected to attend.

PARENT COMMUNICATIONS
School newsletters are published and emailed fortnightly and contain
important information about school activities. These are sent via email and
are available on the School App.
Please ensure you can access your child’s Seesaw to gain any news and
children’s work.

OUTDOOR EDUCATION—Beyond the Classroom
Education outside the classroom is encouraged and is an
important part of school life where children take part in many
enjoyable learning experiences to enrich the curriculum. Modern
classrooms should not be confined by the walls of a room or by the
information that a teacher brings into this room.
Visits and Trips:
• People are invited to visit the school to work in classrooms or to talk or
perform to a larger group. Such visitors are selected
• because of their ability to complement the work of classroom teachers.
• Classes will go on field trips or visits beyond the school.
• Written parent permission is obtained when children visit and are near
water.
• Senior classes are given the opportunity of attending a school camp,
which will involve a few nights away. Written permission will be sought
where educational trips are outside school hours.
• Any trips on or near water also require Principal and Board Chairperson
clearance.

PARENT HELPERS
It is our policy to encourage parent helpers in classroom
programmes, sports coaching, educational trips. and library
administration. Parents are encouraged to help in school activities, as
tutors in classrooms and in the library.

PARENT TEACHER
The teacher, parent, child partnership:
• We encourage parents to talk with us about the progress of their
children.
• We use newsletters, Seesaw and meetings to explain the teaching
approaches we use.
• Teachers are available for pre-arranged interviews—appointments can
be made directly with the teacher or by phoning the office.
• Parent, pupil, teacher interviews are held twice a year. These will include
the following—An Individual Education Plan, or Assessment against the
English Language Learning Progressions, or Assessment against the
New Zealand Curriculum.

SCHOOL ENTRY AND EXIT
All pedestrians are asked to use the Memorial Gates entry. All staff and
delivery vehicles will use the gates nearest the office.

PARKING
For safety reasons parents are reminded that:
1. In normal circumstances they are NOT to bring vehicles onto school
property during school hours (8.30 am - 3.30 pm).
2. Double parking is illegal.
3. It is important to drop off/collect your child(ren) on the school side of
Spencer Street.
4. The yellow dotted lines outside the school means no parking at all
times.
5. Please do not park over driveways, on yellow dotted lines or on our
neighbour’s grass.

CELL PHONES
Cellphones are to be left, before school, in reception in the brown wooden
box and collected at 3.00 pm. In the event of an emergency the School
Secretary will take this box with her when departing the building.
Cellphones are not to be left in school bags or given to a classroom
teacher.

PHYSICAL EDUCATION/SPORT
Children take part in a variety of sports activities during the year.
These range from:
· PE lessons as a class activity
· Fitness programmes/Jump Jam
· Swimming
· Athletics
· Summer sports eg cricket, softball, padder tennis, etc
· Winter sports, eg netball, soccer, basketball, and hockey
· Cross country running
Our School has a proud record in sport participation. we
encourage full participation in all PE lessons and sporting occasions.
Whilst we recognise the competitive nature of sport, particularly the
seniors, we strongly believe in the Kiwi philosophy of enjoyment,
participation, fitness, learning skills of a game, and sportsmanship is
paramount.
PE clothing is black shorts and sports shoes. Senior children take part in
regular weekly sports in the zone with other schools.

POLICIES
The Board of Trustees has a number of policies which outline
systems and procedures at our school. Policies are updated
regularly. These can be found on line or at the office.

•
•
•
•
•
•
•
•
•

Visit the website: http://sacredhearchch.schooldocs.co.nz/1893.htm
Enter the user name (sacred) and password (heart).
Follow the link to the relevant policy as listed.
Read the policy.
Click the Policy Review button at the right hand top corner or the page.
Select the reviewer type “Parent”.
Enter the password “pin”.
Enter your name (optional).
Submit your ratings and comments.

If you do not have internet access, school office staff can easily provide
you with printed copies of the policy and the review form.

READING
All children are encouraged to read daily at home and Junior children have
a reading log for parents to sign daily. Reading must be an enjoyable
activity and it is really good if you can share a book regularly with your
children. Choosing books from the library is a skill that your child may
need support with. All pupils visit our school library with their teachers
every week.

REPORTING TO PARENTS
Being a small school, staff are fortunate in knowing most parents and will
contact them if there is a concern. Parent interviews are held twice a year.
Should you wish to discuss your child’s progress prior to the mid year
interview, please make an appointment with the class teacher. A final
report is issued on Seesaw at the end of the year. This indicates the
progress and achievement your child is making.

SCHOOL HOURS
First Bell
Morning class begins
Morning interval
Lunch
Afternoon classes

8.55 am
9.00 am
10.30—10.50 am
12.30—1.30 pm
1.30—3.00 pm

Please Note: Children may not enter classrooms until 8.30 am. This is an
important planning time for staff. Staff meetings are held on Tuesday after
school so children need to leave the school grounds promptly on
Tuesdays. Children need to be in class by 8.55 am for morning prayers.
Punctuality is to be encouraged.

SCHOOL RULES
Code of Expected Behaviour
(We also have copies of our full Behaviour Management Policy available at
the school office).
I Care About All The Teachers and Students……….
Other people will be treated with respect, kindness & consideration Means that the following is unacceptable:
- bullying
- verbal abuse (name calling, swearing, teasing)
- physical abuse (keep hands, feel & objects to yourself)
- emotional abuse (deliberate exclusion, unkind notes)
- sharing equipment & not taking turns.
I Show Respect for Everyone………….
Means that the following is unacceptable:
- being disrespectful to others (defiance, scowling, not looking
at someone when they talk to you, now answering someone
when you are asked a question and lack of manners).

I Show Respect for Property…………
Means that the following is unacceptable:
- borrowing property and not returning it
- stealing property
- damaging or treating roughly property, equipment
uniforms and the environment
- dropping any litter in the school grounds.
School Uniform Will be Worn Correctly ……………..
Means
- not wearing any clothing that is not part of the stated school
uniform.
Bring to School What is Appropriate…………
Means
- valuables and toys should remain at home.
- no sweets or chewing gum.
Go Straight to Class When the Bell Rings………..
Means
- no loitering in the toilets, drinking taps or in the playground.
Students Know What to do in Wet Lunch Hour………..
Means
- eating your lunch quietly at your desk
- noise level will be kept to a quiet level
- running in the classroom will be unacceptable.
I Listen to Others ………………
Means
- following instructions always.

SCHOOL APP
We use a school App to communicate with parents, send newsletters
and report absentees. To download the app for free on iPhone or
Android search in the App Store for Sacred Heart Christchurch.

SECONDHAND CLOTHING
Please ask at the office if you are interested in second hand items

SPECIALISTS WHO SUPPORT OUR SCHOOL
Health Nurse
The School Health Nurse, is a registered nurse employed by the Child and
Family Health Division of Healthlink South to visit school from to time to:
· advise teachers and parents on health matters
· arrange admissions to Health Camps
Hearing/Vision Technician
Generally visits school at least once a year to conduct hearing and
tests in certain age groups of the school. Pupils found
lacking in either of these two areas will have their difficulties
documented and parents will be advised.

vision

Resource Teachers of Learning and Behaviour
A team of specialist teachers supports our school where there is a need.
Enquiries should be made to the Principal or SENCO.

STATIONERY
Teachers provide students with contact details to purchase
prepared kits from MySchool, Officemax. New entrant packs are available
from the school office.

SWEETS
Sweets are not to be eaten at school.

SWIMMING
Swimming lessons are taken in a two week block at Pioneer Pool with
trained instructors. Swimming skills are taught to all children and a note is
needed if your child is unable to participate. If children have a relaxed,
positive attitude to water then it makes the teaching of the skills of
swimming and survival so much easier.

TOYS/ELECTRONICS/VALUABLES
Toys, electronics and valuables are not to be brought to school.

WATER ONLY SCHOOL
Children are encouraged to bring their own drink bottle with water only.
This is part of our healthy schools’ programme.

UNIFORM

SACRED HEART SCHOOL
SUMMER UNIFORM

GIRLS

•
•
•
•
•
•

School tunic OR navy culottes
White short sleeve polo shirt OR white short sleeve blouse
Royal blue woollen cardigan OR V neck woollen jersey
White ankle socks with brown OR black school shoe OR brown or
black sandals with no socks
Blue polar fleece jacket
Blue sun hat

BOYS

•
•
•
•
•
•

Navy blue shorts
White short sleeve polo shirt
Navy ankle socks with brown OR black school shoes
OR brown or black sandals with no socks
Blue polar fleece jacket
Blue sun hat

Uniform sold at the school office – a full range of sizes

Polar fleece jackets = $60.00 each
Sun hats - $5.00 each
Uniform Suppliers

The Warehouse
Mainland Uniforms

A small quantity of second hand uniforms are available through the school
office.

SACRED HEART SCHOOL
WINTER UNIFORM

GIRLS

•
•
•
•
•

School tunic OR plain navy fleece pants
White long sleeve polo shirt OR white long sleeve blouse
Royal blue woollen cardigan OR V neck woollen jersey
Navy tights OR navy 3/4 socks with brown OR black school shoes
Blue polar fleece jacket

BOYS

· Navy blue shorts OR plain navy fleece pants
· White long sleeve polo shirt
· Navy 3/4 socks with brown OR black school shoe
· Blue polar fleece jacket

Uniform sold at the school office – a full range of sizes

Polar fleece jackets = $60.00 each
Uniform Suppliers:
The Warehouse
Mainland Uniforms

A small quantity of second hand uniforms are available through the school
office.

Catholic Parish of Christchurch South
Parish Priest
Fr Peter Head sm
phead@now.net.nz
(03) 338 8395
Assistant Priests
Fr Phil Bennenbroek sm
Fr Ben D’souza sm
Fr Barry Malone sm
Parish Secretary
Janice Beban
secretary@christchurchsouth.org.nz
(03) 338 8395
Parish Administrator
Judy O’Regan-Lockington
administration@christchurchsouth.org.nz
Coordinator of Pastoral Care
Joanne Hope
pastoralcare@christchurchsouth.org.nz
Coordinator of Sacramental and Liturgical Ministries
Sandra Martin
sacramental@christchurchsouth.org.nz
Parish office
Ph: (03) 338 8395
secretary@christchurchsouth.org.nz
Office Hours:
9.00am - 3.00pm
70 Spencer Street, Addington
Postal: PO Box 9055
Tower Junction
Christchurch 8149
Parish Website:
sanctamariaparish.nz

Parish App
The Catholic Parish of Christchurch South

https://www.facebook.com/CatholicChChSouth/

@catholicparishofchchsouth

