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	As a member of the staff of  Manurewa High School you will be familiar and comply with the school's charter and policies
	· Positive professional relationships with all staff members are maintained.

· Contact with all students, is on a strictly professional basis with the physical and emotional safety of the students being of paramount importance.

· School administration is supported.

· The hours of work, as arranged, are strictly followed.

· The Business Manager is informed of any absence from work immediately (illness etc) so that other arrangements can be made if necessary
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	Duties

	· Attend bi-weekly and annual Whaanau Team meeting 
· and produce minutes 
· Create and monitor Whaanau Team documents and letters as required including confidential documents

· All PB4L administration with regard the Whanau team
· Daily Reports

· Co-ordinate student roll runners / Whaanau Team student call ups 

· Co-ordinate Whaanau Leader Diaries including contacting parents for appointments
· Co-ordinate new students (not main intake) to come in for testing / Whaanau Leader meeting
· Assist Whaanau Co-ordinator with the organisation and administration of Whaanau Events, including reminder letters texts/emails (SAC / assessments etc)
· Assist Whaanau Co-ordinator with the administration of the Co-curricular Contract
· ID Photo catch ups
· Attendance letters/tests/emails for Whaanau team
· Produce previous terms truancy statistics for Whaanau Team
· Carry out any other duties as designated by the Principal or person acting in this capacity.



Business Manager


Employee


SIGNED:
Business Manager ……………………………………..

Employee …………………………………….………………

Date  …………………………..……………………………….
WHAANAU SUPPORT
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Manurewa High School


'a tradition of excellence'








Employee:	        


Hours per week:     37.5


Supervised by:	        SENIOR LEADERSHIP TEAM









