
Parent and Student 
Handbook

2019

Hamilton Girls’
High SChoolHAMILTON GIRLS’  

HIGH SCHOOL

“A wise woman shapes her own destiny”



 

TABLE OF CONTENTS 
 
Staff Contacts 4 
The Hamilton Girls’ High School Way 6 
Absences 7 
Accidents and Injury 9 
Account Payments and Flo2Cash  
Alumni 10 
Annual Awards  
Appointments  
Assembly 11 
Assessment  
Attendance  
Badges 12 
Board of Trustees  
Bullying 13 
Bus Bay 14 
BYOD Bring your own device
Calendar
Canteen 15 
Car Parking 
Careers 
Cellphones 
Charter  
Co-curricular activities 
Code of Conduct 16 
Complaints 17 
Contact Details 
Course Completion  
Cyber Safety 
Daily Notices 
Daily Timetables  
Diary 18 
Donations 
Dress Code 
Uniform Guide 19 
Shoes, Jewellery, Make-up & Hair ties 20 
Physical Education 
Dress Code on Mufti Days
Uniform Prices and Shop Hours 21 
Education Outside the Classroom
Emergency Contact 
Emergency Evacuation Procedures 22 
Fire & Emergency Drill  
Enrolment 
Financial Support  

 
 
Health Service                                                    23 
Homework Guidelines  
Houses  
ID Cards                                                                 24 
International Exchanges 
International Students 
Joint Production                                                  25 
Lateness 
Learning Support 
Library                                                                   26 
Lockers 
Lost Property 
Lunch Rooms                                                      27 
Magazine  
Parent/Student Portal 
Parent Interviews 
Pastoral Care 
Positive Behavior for Learning                        28 
Personal Details                                                 29 
Print Services 
Reports 
Restorative Practice 
Scholars Pin                                                         30 
School Rules 
Sonninghill Hostel                                               32 
Student Support 
Students Leaving School                                    33 
Student Exit from School 
Subject Fees  
Subject Leave 
Telephone                                                            34 
Textbooks 
Valuables 
Visitors 
School Maps                                                       35 
Layout of Classrooms  
Fire Evacuation Map  
 

  

  

 
 

 



3

 

 
 

 

 

 

 

 

 

 
HAMILTON GIRLS’ HIGH SCHOOL 

 
 

PARENT AND STUDENT HANDBOOK 2019 
 

Hamilton Girls’ High School has shaped and inspired our young women since 1911.  Core values and 
principles underpin a dynamic learning environment and our students are given every opportunity to 
aspire to excellence. We cater for the all round educational needs of our young women and offer an 
outstanding education pathway to ensure the best possible career destination. 

 

As educational leaders at Hamilton Girls' High School, we are committed to consolidating and lifting the 
bar for raising the achievement across the four cornerstones of Academic, Leadership, Cultural and 
Sporting endeavours.  Our young women are encouraged to achieve in the classroom and to combine 
this success with involvement in sporting and cultural activities.   A balanced education embraces 
whole person learning and allows them to be challenged, extended and motivated in all aspects of 
their life.  Positive, supportive relationships between students and staff also form the basis for learning 
and are something we actively promote. 

 

Standards in a school are essential – standards drive motivation, hold levels of confidence and 
empower students and staff. Our expectations of our students are high.  We expect them to be well 
dressed, polite, courteous and prepared for learning. Becoming fully engaged in our school culture is 
essential and an exciting part of being at secondary school. 

 

Our parent handbook is important in upholding our expectations and the standards of Hamilton Girls’ 
High School.  

 

Marie Gordon 

Principal 
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STAFF CONTACTS: 

 

Principal: Mrs M Gordon principal@hghs.school.nz  

 

Deputy Principals: Mrs J Carter carterj@hghs.school.nz 
Mrs S Nathan nathans@hghs.school.nz 

Mrs K Whaanga whaangak@hghs.school.nz 

Mr C Scrimgeour scrimgeourc@hghs.school.nz 

Mrs M Dunn dunnm@hghs.school.nz 

Mrs R Early earlyr@hghs.school.nz 

Business Manager Mrs K Scutts scuttsk@hghs.school.nz 

administration@hghs.school.nz 

 

Heads of Schools: House Deans: 

Edgecumbe Mr W Tepania Mrs Lynaire Williams Edgecumbe@hghs.school.nz 

Campbell Mrs N Wallace-Ward Ms Claire Setz Campbell@hghs.school.nz 

Macdiarmid Mrs Vicky Shannon Mrs Leanne Green Macdiarmid@hghs.school.nz 

Heads Mrs Lizzie Plodek Mrs Arti Kumar Heads@hghs.school.nz 

Wilson Mrs Jamie Smith Mrs S Deobhakta Wilson@hghs.school.nz 

 

Guidance Counsellors: Mrs K Robins robinsk @hghs.school.nz 

Mrs R Clarke clarker@hghs.school.nz 
Ms S Wilford wilfords@hghs.school.nz 

 

International Students: 

Dean Mrs P Steele steelepj@hghs.school.nz 

Manager Mr J Ho hojq@hghs.school.nz 
Homestay Liaison Manager Mrs Kylie Morgan morgank@hghs.school.nz 

 

NZQA Liaison  Mr M Mitchell mitchellm@hghs.school.nz 

Director of Teaching and Learning Mrs Rebecca Early earlyr@hghs.school.nz 

Head of Sport  Mrs Abbey Rakete raketea@hghs.school.nz 

Head of Performing and Visual Arts Faculty Mrs Jodi Tautari tautarij@hghs.school.nz 

Director of Careers  Mrs W Calder calderw@hghs.school.nz 

Director of Learning Support Mr D Cutler cutlerd@hghs.school.nz 
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Administration: 

Principal Mrs Marie Gordon principal@hghs.school.nz 

(liaison with the Principal via Executive Assistant) 

 

Business Manager Mrs K Scutts administration@hghs.school.nz 

 

Administration Manager Mrs S Murray administration@hghs.school.nz 

 

Finance Manager Mr J Ho hojq@hgh s.school.nz 

 

Statements/Finance statements@hghs.school.nz 

(student account, donation, contribution and charge enquiries) 

 

Information Student Services info@hghs.school.nz 

(general student service and student administration enquiries) 

 

Enrolment Mrs J Goodhew enrolment@hghs.school.nz 

(all enrolment enquiries and correspondence) 

 

Absence Student Services absences@hghs.school.nz 

(to notify the school of a student absence and reason) 

 

Hostel sonninghill@hghs.school.nz 

(general boarding enquiries)  
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ABSENCES 
When a student is absent from school your parent/caregiver must phone the office absentee line prior 
to 9.00am each day of the absence and leave a message or email through to absences@hghs.school.nz . 
Parents/Caregivers can also use the Hamilton Girls’ High School App on their phone or other 
compatible device to send an email or phone the absentee line. Please include the student name and 
tutor group.  
 

● All absence notes must be provided within 3 days of the absence to be counted towards 
“justified” absences.  

● Unexplained absences are treated as truancy.  
● For prolonged absence because of sickness you must provide a medical certificate.  This is 

particularly important if you are a senior student and you have missed an assessment. 
          If you know in advance that you will be absent from school for a particular reason (eg. your 

family is going overseas), your parent should send a letter to the Principal.  The Principal is 
the only person who can sanction such an absence. 

 

ACCIDENTS AND INJURY 

1. All accidents and injuries must be recorded on the school’s ACC form and lodged in student 
reception or in the Health Clinic, preferably on the day of the incident. 

2. The Dean or HOD will lead any investigation of serious accident resulting in injury. 
3. Where a hazard is identified as contributing to the accident, the hazard must be recorded on the 

Hazard form and lodged with the Business Manager without delay so that the Property Team can 
resolve. 

 
 
ACCOUNT PAYMENTS  
A statement detailing payments made owing 
will be available for viewing on the parent 
portal and/or sent out via e-mail.  There are 
various methods of payment available: 

- Flo2Cash - Internet based system 
(instructions below) 

- Eftpos is available at the Office 
- Dropbox.  Payment by cheque or cash 

can be made completing an envelope 
with the student’s name, class and 
purpose of payment and placing this in 
the drop box located in the Finance 
Office 

 

Flo2Cash 
We have a new way for parents/caregivers to 
pay their school charges called Flo2cash.  
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THE HAMILTON GIRLS’ HIGH SCHOOL WAY 

 
EXPECTATIONS: AT HAMILTON GIRLS’ HIGH SCHOOL ALL STUDENTS CAN EXPECT TO: 
● Feel safe and secure 
● Be treated with fairness, respect and without prejudice 
● Have others respect their property 
● Be listened to 
● Have a good education in a healthy and positive environment 

 
RESPONSIBILITIES: AT HAMILTON GIRLS’ HIGH SCHOOL ALL STUDENTS CAN EXPECT TO: 
● Respect the safety of yourself and others 
● Treat everyone with fairness, respect and without prejudice 
● Look after and respect property and the property of others 
● Listen and try to understand what others are saying 
● Come prepared and do your best 
● Be positive and cooperative 
 
 
SAY YES TO RESPECT: 
● Everyone has feelings – consider them 

 
 
TOLERANCE: 
● Accept that other people are different from you 
● People change, give them a chance 

 
WATCHING THE WORDS: 
● Always be polite – “Please” 
● Be appreciative – “Thank You” 
● Say “Sorry” and be sorry 
● Keep your words kind 
● Express disagreement calmly and reasonably  

 
PUTTING PROBLEMS RIGHT: 
● Take a stand against unkind behaviour 
● Include people; welcome newcomers 
● Try to solve problems constructively  
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ADVICE TO STUDENTS 
WHAT TO DO IF YOU HAVE A QUERY/CONCERN 
In the first instance you should contact or email your child’s Tutor Group Teacher. If further 
information is needed then they will involve the Dean for pastoral concerns, the classroom teacher for 
subject concerns, the Head of Department for curriculum concerns, the Guidance Network for 
confidential matters and the Student Learning Services for specific learning needs. 

WHAT TO DO IF… 
 
You are unable to come to school Your parent/caregiver must complete the attendance form 

on our website prior to 9.00am.  Alternatively, parents and 
caregivers can phone the absentee line prior to 9.00am each 
day of the absence and leave a message. Alternatively, the 
HGHS App can be used on a compatible phone or device to 
send an email or phone the attendance line. Please include 
the student’s full name and tutor group and a contact phone 
number. 
Student Services (Absentee line) Dial 07 839 1304 and press 
1 for the absentee message service). 
Email: absences@hghs.school.nz  
Students should bring a note on the day they return to 
school. 

You have been absent Bring a note to your Tutor Group Teacher on the day of 
return. If an unexplained absence has not been justified it 
will become a “T” for truant. 

You are late to school Bring a note to the Student Services Reception.  You will be 
required to see a Senior Manager. 

You are ill at school Get a medical clinic pass from the teacher and take this to 
Student Reception.  They will contact a parent/caregiver to 
collect you from school.  If the Medical Clinic is open the 
Nurse will assess the level of urgency and in many cases you 
will be asked to return to class. 

You have an appointment during 
school time 

Provide a note or appointment card to Student Services 
before the start of school and collect during interval. Sign out 
and sign in on return. 

You have a request for leave ie 
Trips overseas/Family Holidays 
during school term. 

Write to the Principal with a letter of explanation from your 
caregiver/Parent. 

You have an accident Report to a Duty Teacher or Student reception. Complete an 
accident/incident report for submission to the Deputy 
Principal responsible for Health & Safety. 

You change address or phone 
number 

Notify the school by email to administration@hghs.school.nz 

You would like to see the 
Counsellor 

Fill out a form obtained from outside the Counsellors office 
and place it in the drop box. 

You feel bullied/unsafe Talk to an adult - teacher, dean or HOS. Complete an incident 
form and pass it on to the House Dean or Head of School. 

You have information Pass on confidential information via your Tutor Group 
Teacher or make an appointment to see the Head of School 
or Dean.  
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You want to be involved Watch daily notices and the noticeboard.  See your Tutor 
Group Teacher. 

You lose something that belongs 
to you 

Report your loss to your teacher, the Dean or Student 
reception. You are able to check lost property. Please name 
ALL of your gear so that lost property can be returned. 
Complete an incident form. 

You have something confiscated  Confiscated property can be reclaimed by a parent or as 
instructed from your Dean or HOS. 

Something is stolen from you Complete an incident form then report it to your Dean. Make 
sure you have serial numbers of property where applicable 
i.e. iPod, iPad, mobile phone. 

You cannot wear the correct 
uniform 

Parent/caregiver must provide a note justifying the reason. 
Students will need to report to the Senior Manager on duty 
when they arrive to school. A uniform pass will be issued for 
the day and you may be loaned an item of uniform from our 
supply. 

You have to bring some valuables 
to school 

Take it to Student Reception where it will be kept safely for 
you. Make sure it is clearly labelled with your name and 
Tutor Group. Do not carry large sums of money with you. 

You have a laptop, smart phone, 
cell phone, iPod or iPad to assist 
your learning.  
“NOTE a smartphone or ipod is not 
a recommended BYOD device”. 

The use of personal electronic devices to support your 
learning is encouraged within the expectations and 
conditions of your individual teachers’ learning environment. 
Seek permission for how these can be used. The conditions 
of our Cyber Safety Agreement must be adhered to. Ensure 
all personal property is named appropriately and you have a 
record/evidence of serial numbers etc.  Install a security app 
if you can. 
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ALUMNI 
The Alumni Association for past students is the official organisation representing all former students of 
Hamilton Girls’ High School.  Refer to the school website for more information 

 
 
ANNUAL AWARDS 
Diligence Awards 
Diligence awards are presented to students for consistent effort and achievement to the very best of 
that person’s ability. The criteria are: 

·      Managing self:  in correct uniform, prepared for class, consistent effort, and reliable. 

·      Relating to others:  is co-operative, courteous, helpful, listening to and respecting others views 

and ideas, is a team player. 

·      Participating and contributing:  completes work and homework, regular attendance,constructive 

contribution to lessons, and is focused. 

 
Academic Distinction Award 
To achieve a Distinction Award, students have achieved outstanding results and are in the top 5% i n 
their subject in the year level they are working. 
 
Sports Blues are presented to a student who represents New Zealand in their chosen sport. 
 
Arts Laureates are presented to a student who has achieved to an elite level in the Arts. 

 
 
APPOINTMENTS  
Appointments should be made outside school hours wherever possible.  Students are required to bring 
a note from home and, if possible, an appointment card or other evidence.  
 
The note should have the following information: 

● Date 
● Name and Tutor Group 
● Time of the appointment 
● Time of leaving school 
● Reason for wanting to leave 
● Expected return time 
● Signature of parent/guardian 
● A contact telephone number. 

 
Students are required to take their note or appointment card to student services before the start of 
School.  Notes will be read and signed by the Attendance Administrator and leave passes completed. 
Collection of leave passes should be done at interval unless the appointment is earlier, in which case 
students collect leave passes at the time of signing out.  Before leaving school, students will sign out at 
student services. Students must sign in at Student Services when they return to school. 
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ASSEMBLY 
An assembly is scheduled each week, for different cohort groups.  Student Leaders assist with the 
programme and use the opportunity to promote activities, recognise achievements and inform 
students. 
 
Our assembly programmes rotate Principal’s Assembly and House Assembly. 
House assemblies: Day 1: Campbell Day 4: Macdiarmid Principal’s assemblies: 

Day 2: Wilson Day 5: Heads Day 8: Assembly 1 
Day 3: Edgecumbe Day 9: Assembly 2 

 
Principal’s assembly are formal assemblies. Students are expected to enter quietly and follow the 
instructions of the Deputy Principal on stage.  Entry into Ngaa Puawaitanga needs to be slick.  Scarves 
and coats are removed and bags, books and drink bottles are placed under the seats.  

 
 
ASSESSMENT 
Achievement in one year sets the foundation for future years. Assessment leads to qualifications - the 
door to your daughter’s future. Assessments for all year levels are scheduled regularly throughout the 
year making attendance every day all the more important.  
Once an assessment deadline is set, it has the same effect as sitting an examination – neither should be 
missed. 
 
Formative assessment provides valuable feedback for students, teachers and parents; student progress 
can be monitored; appropriate programmes can be developed and information can be reported to 
parents.  
 
Summative final assessments occur at regular intervals throughout the year in all subjects. Assessment 
dates are set in advance and cannot be rescheduled because of absence. 
 
At the beginning of the school year, a summary of major assessment activities is provided for students 
for every subject.  Queries about specific assessments should be raised with subject teachers. General 
assessment questions can be raised with the appropriate House Dean. Queries about assessment for 
national qualifications should be directed to Mr Mitchell mitchellm@hghs.school.nz . 
 
Specific information on assessment is contained in the curriculum handbook for each year level issued 
in Term 3 for the following year, and the course outlines issued at the beginning of Term 1 as well as 
the National Qualifications Framework School Procedures issued at the beginning of each year. 
 

 
ATTENDANCE 
We expect our girls to attend and be on time 100% of the time.  Every student is required to be at 
school each day Hamilton Girls’ High School is open and being late is not acceptable. It is a privilege to 
represent the school for sporting and cultural competitions, and to attend school activities.  Students 
must meet the benchmark of 95% attendance. 
*Attendance may appear differently in the parent portal compared to school. If you are concerned, 
notify your Head of School. 
 
Parents can check their daughter’s attendance lesson by lesson on the parent portal on the school 
website. You will be contacted if your daughter has any unexplained absences and continuous 
absences will be treated very seriously.  
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All students are required to attend school each day Hamilton Girls’ High School is open. Regular 
attendance ensures greater success in education and establishes patterns of reliability and punctuality. 
If your daughter is absent from school or has an appointment during the school day, we ask that you 
phone or email the school before 9am, stating your daughter’s name, her form class, and the reason for 
her absence. The HGHS App used on a compatible phone or device can be used to advise absence from 
school. We require all absences to be accounted for with a valid reason for the absence. If your 
daughter is not at school we will send a text to your mobile number. Please reply as soon as possible. 
Occasionally, text messages may be sent in error for students who are at school but out of class. We 
work hard to minimise this, however we do understand the concern this may cause. Attendance and 
student safety are very important to us.  
 
There is a 24 hour answer phone 
Telephone Attendance - 07 8391304 
or email attendance@hghs.school.nz 
 
Absences of more than three days require a medical certificate from a doctor or health professional. 
For planned absence or long-term illness, contact the Dean to discuss details and the possibility of work 
arrangements. Arranging family holidays during school term time compromises your daughter’s 
learning and assessment. We do not approve such leave arising from a family decision and we do not 
provide distance learning options however, your daughter may hand in assignments early. Any 
assessments scheduled during her absence will be missed with no opportunity to sit them on return to 
school. 

 

 
BADGES 
Students earn badges for a variety of achievements and service awards at school.  Lost badges can be 
replaced by contacting the frontline reception who will arrange for replacement fees to be charged and 
a replacement badge issued. 
 
House Badges are available for purchase from the stationery shop.  
 

 
BOARD OF TRUSTEES 
The Board of Trustees is responsible for ensuring that Hamilton Girls’ High School provides high quality 
education for all students and complies with all relevant laws and regulations. The Principal is 
responsible to the Board for implementing and reporting on policy and leading and managing an 
effective school. 
 
The Board of Trustees consists of parent representatives and co-opted members plus the Principal, one 
elected student representative and one elected staff representative. Elections for parent 
representatives are held every three years and all parents and caregivers of students are entitled to 
vote. Further information can be obtained from the Board Secretary. Any complaints should be 
directed to the appropriate staff member and Principal in the first instance.  
 
The present Board members are: 
Chairperson: Andrew McRae Principal: Marie Gordon 

Staff Rep: Kristin Cato 
Junior Ahyu David White Student Rep: Emily Shute 
Graham Pollard Stan Goldsack 
Jane Nicklin Melanie Pilcher 
Shiree Pikirangi Kelly Arnold Van Straalen (co-op) 
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BULLYING 

Bullying is when someone likes to: 
● Have power over you 
● Hurt you with their words and actions 
● Do the action again and again, sometimes without reason. 
 

Bullying is not tolerated at Hamilton Girls’ High School: 
● We all have the right to feel safe 
● We take action to stop bullying 
● Our teachers take bullying seriously 
● Reporting bullying is being responsible 

 
Responsible Reporting is when… 

● The problem is serious and you need the support of others 
● You feel worried and you cannot handle the problem yourself. 

 
Report your concerns and incidents. Fill out an incident report sheet so we can repair the harm and 
provide a safe school. 
 
 
× Wrong 

√ Right 
Standing firm in NEUTRAL 
zone: 

 
× Wrong 

 Being PASSIVE is… 
Doing nothing and hoping 
to get what you want. 
 
Behaviours 
● Looking weak 
● Whinging  
● Giving in 
● Sulking 
● Crying 
 
Consequences 
● Lowered self 

confidence 
● Likelihood of 

provocation to 
continue 

● Make an easy target 

Being ASSERTIVE is… 
Saying what you think, feel 
and want in a calm and 
confident way. 
 
Behaviours 
● No put downs 
● Saying what you want 
● Using a calm, clear 

voice 
● Appearing confident 

(even when you feel 
scared) 

● Making eye contact 
● Standing still 
 
Consequences 
● Gives message of being 

in control of oneself by 
not over-reacting 

Being AGGRESSIVE is… 
Getting your own way at all 
costs. 
 
Behaviours 
● Shouting 
● Fighting 
● Arguing 
● Shaming 
● Blaming 
 
Consequences 
● Inflames the 

conflict/bullying 

× Reaction √ No Reaction × Reaction 
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in control of oneself by 
not over-reacting 

Being AGGRESSIVE is… 
Getting your own way at all 
costs. 
 
Behaviours 
● Shouting 
● Fighting 
● Arguing 
● Shaming 
● Blaming 
 
Consequences 
● Inflames the 

conflict/bullying 

× Reaction √ No Reaction × Reaction 
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BUS BAY 
Please do not park in the bus bay – this is a tow away area.  

Students catching buses from the Transport Centre are expected to leave school via Hill Street. If you 
are picking up your daughter or dropping her off at school please use the Hill Street entrances only. 
 

 
BYOD (Bring your own Device) 
Our BYOD ‘roll-out’ started in 2014; hence, we expect all Year 9, 10, 11 and 12 students to bring their 
own device to school and to use it as a learning tool.  We have published a BYOD document that has 
more detailed information on BYOD; however, over the last few years we have noted that notebooks 
that are robust, lightweight and with a minimum of 6 hr battery have worked very well. Being a google 
school, Chromebooks have worked well and are a cheaper option. 

 
CALENDAR 2019 
Term 1: Tuesday 29 January to Friday 12 April  

Term 2: Monday 29 April to Friday 5 July  

Term 3: Monday 22 July to Friday 27 September 

Term 4: Monday 14 October to Friday 6 December (to be confirmed) 

The school’s calendar of dates and activities is regularly updated on our website at 
www.hghs.school.nz .  

 

Term 1 establishes academic, assessment and mentoring programmes, inter house activities, summer 
sports, performing arts groups, student councils and their committee’s.  Students are invited to register 
and trial for winter sports. 

 

Term 2 continues the rigour of curriculum and assessments, including various subject related field trips. 
Winter Sports are underway.  

 

Term 3 continues these activities, including Open Day, School Production and Practice examinations. 

Term 4 leads into preparation for external assessments and events to celebrate achievement.  Junior 
school and NZQA examinations commence in November.  Yr 9 Activities Week and Yr 10 Camp take 
place late term 4. 

 

CANTEEN 
The School Canteen is open at interval and at lunch time. It offers a wide range of food at reasonable 
prices and a free piece of fruit with every purchase. Libelle Caterers are always open to suggestions to 
the menu.  Eftpos is available.  You can also send a meal to your child’s cell phone using their new text 
my lunch option (on their website).   Families also have the option of donating lunch to another 
student via the website. 
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CAR PARKING 

We do not provide student car parking at Hamilton Girls’ High School. 
Please arrange any ‘pick ups’ after school to be from Hill St, or one block over. We ask parents not to 
pick up in Ward St for safety reasons. 
 
CAREERS 
The Careers Department offers support to students in making the transition from school to the 
workplace or tertiary study. Hamilton Girls’ High School has ongoing development of career education 
programmes for our students, which will help see them leaving school prepared and knowledgeable 
about these future opportunities.   

For careers advice and appointments, contact the Careers Counsellor, Wendy Calder on 03 839 1304 or 
alternatively, calderw@hghs.school.nz . 

 

CELLPHONES 
Cellphones are brought to school at a student’s own risk.  These must be turned off during school time 
and can be used at interval and lunchtimes unless the teacher instructs otherwise.  Teachers do not 
tolerate items being used without permission in class time and may confiscate the cellphone if it’s 
being misused. Confiscated cellphones may be collected from student reception from a caregiver. 

 

CHARTER 
The Charter outlines the educational purpose, general goals and strategic direction of the school.  A 
copy of Hamilton Girls’ High School’s Charter and Strategic Plan will be shared with the school 
community via email or the portal.  
 

 
CO-CURRICULAR ACTIVITIES 
A wide range of music, drama, sports and other cultural and recreational activities is offered through 
the school’s co-curricular programme.  
Parents, staff and other members of our community willingly give of their time and expertise to support 
extra curricular activities. Such assistance is greatly appreciated. Any parents with interest and 
expertise who are willing to coach or support a particular sport are asked to contact the Director of 
Sports, Mrs Carolyn Grey or reception.  Those interested in other activities, contact reception who will 
ask the appropriate person to call you. 
All students are encouraged to join an activity and commit to it for a season or longer. Parents have an 
extremely important role to play in supporting their daughter and the team she is participating in. 
Adults are role models for our young women so appropriate sideline behaviour is important.  
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CODE OF CONDUCT 
  

  

 

  
At Hamilton Girls’ High School 

 
We are...  

  
PROUD 

We have pride in ourselves – our uniform and our school 
We respect our environment 
We celebrate achievement 
We acknowledge diversity 

  
  

PREPARED 
We come to school ready to learn 

We have the necessary books, equipment and materials 
We are punctual to school and class 

We meet deadlines and commitments 
  
  

POSITIVE 
We demonstrate mutual respect 

We try our best 
We acknowledge different learning and teaching styles 

We look for solutions rather than focus on problems 
We encourage others 

We have good manners 
  
  

Code of Conduct, Hamilton Girls’ High School 
Developed by Students and Staff 
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COMPLAINTS 
Any student may request an Incident Form from the student reception on which to write as much 
detail as possible about the incident and then hand to Student Services who will pass on to the Dean. 

Any parent may telephone the school and ask to speak to their daughter’s House Dean, Head of 
School, Head of a Department or Senior Manager and report an incident their daughter has 
experienced. 

Any staff member may report an incident they have witnessed, or had reported to them to the 
student’s House Dean, Head of School or Senior Manager. 

In the first instance, it is important that the matter is discussed with the teacher and HOD/HOS, before 
escalating to the Senior Manager. 

Any matter left unresolved, please contact the Principal. 

Also, refer to the item under Board of Trustees. 

 
CONTACT DETAILS 
Please ensure your day-time contact number, mobile and email address are kept up to date with the 
school office.  Please e-mail details to administration@hghs.school.nz 

 
 
COURSE COMPLETION 
Like attendance, course completion is an important prerequisite for success at school.  Where 
assignments are set and due dates given, students are expected to manage their time and meet the 
requirements set by their teacher.  When a student does not meet these requirements, an email will 
be sent home noting the course and work that has not been completed.  Parents are always welcome 
to discuss their daughter’s progress and strategies for success 

 
 
CYBERSAFETY 
At Hamilton Girls’ High School students are expected to follow the Cybersafety Rules, as well as read 
and sign the Cybersafety Agreement at the start of the school year. These cybersafety practices have 
been developed to maximize the benefits of the Internet and ICT devices/equipment to student 
learning as well as create a cybersafe environment.  
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DAILY TIMETABLES 
 Mon, Tues, Wed, 

Fri 
Thursday only 

Period 1 8.45 Period 1 8.45 

Period 2 9.45 Period 2 9.45 

Tutor Time/Assembly 10.45 Assembly/Tutor 10.45 

Interval 11.05 Interval 11.10 

Period 3 11.30 Period 3 11.30 

Period 4 12.30 Lunch 12.30 

Lunch 1.30 Period 5 1.15 

Period 5 2.15 School finishes 2.15 

School finishes 3.15   

 

DAILY NOTICES 
These are the main method of administrative communication with students. The notices are located in various 
locations for students to read, as well as shared on Schoology (Learning Management System) 

DIARY 
Students need a diary and should establish the habit of using it to keep track of commitments, 
homework, deadlines for assignments, activities and a record of their achievements. Managing a diary 
is an essential workplace practice. 
 
Following student feedback, we do not have a school diary available but encourage students to 
purchase a diary or an app that will help manage their time. 
 

DONATIONS 
Parents and caregivers invest in their daughter's future through making a valuable contribution by way 
of a donation to Hamilton Girls’ High School. The money received from donations enables us to provide 
equipment and resources, which are not covered by state funding, but which are vital to providing the 
level of education expected of us. The donation is $144 for one student and $288 for two or more 
students. These donations are tax deductible. 

A second “donation” has been introduced.  It is there specifically to help us save towards our new 
gymnasium which is the next major building project.  We thank those of you who are able to support 
this donation, in advance. 
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HGHS UNIFORM EXPECTATIONS AND REQUIREMENTS 

The appearance of our young women is an important aspect of school life for setting and maintaining 
standards. The expectations are clearly outlined below and in the School Rules.  
 
All students are required to wear school uniform. 
 
Changes were made to the standard of appearance from 2017 and any student who is not compliant 
with the school uniform may be removed from class until they are. Parents will be contacted if this 
occurs. 
Hamilton Girls’ High school’s expectations regarding school uniform is based on integrity, identity, and 
pride. We need your support in ensuring your daughter/s are in correct uniform each day. A clear guide 
of the uniform requirements during the school terms can be found below.  
 
TERMS 1 AND 4 - The HGHS school blazer, shirt, tie, skirt and Roman sandals (or McKinlay's sandals 
sold through the uniform shop as outlined in the HGHS handbook and website)  
 
TERMS 2 AND 3. - Blazer with the school jersey, tie, shirt, skirt, black socks with coloured HGHS trim or 
black stockings with black sturdy low cut polishable winter shoes. In addition, students may choose to 
wear the HGHS scarf and the school monogrammed soft shell jacket.  
 
The school uniform shop has a very affordable and sturdy range of summer and winter shoes of 
excellent quality that will last throughout your daughter/s time at Hamilton Girls’ High School.  
 
Students should not be wearing jersey’s, scarfs or the softshell jacket to school during Term 1 and 4. 
These items may only be worn during Terms 2 and 3.  
 
The HGHS Blazer is to be worn all year long. The HGHS Soft Shell Jacket is an addition to the 
compulsory uniform and NOT to be worn without the school blazer. 
 

Black skate or sport shoes of any type are NOT permitted.  

Grey monogrammed trousers may be worn as an alternative to the skirt in Terms 2 & 3 only 

 

The school uniform is displayed below: 
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JEWELLERY, MAKE-UP & HAIR TIES 

● A wristwatch may be worn.  
● One set  of simple studs or sleepers may be worn in the ears only.  
● No other body piercings are permitted.  
● Students may wear one discrete chain, pendant or taonga around the neck and tucked into 

their shirts.  
● No other jewellery is permitted. 
● No makeup. 
● Hair may be coloured in natural tones only.  
● Hair ties should be black, white or maroon.  
● Finger and toenail polish is not permitted. 
● Facial piercings are NOT permitted and will need to be removed. 

 

PHYSICAL EDUCATION 
PE top and shorts Uniform must be worn. These are available in the uniform shop.  Swimwear is 
required for Term 1 and Term 4.  There is a school tracksuit available from the Uniform Shop, this can 
be worn in Terms 2 and 3 only.  

 

DRESS CODE ON MUFTI DAYS 
Students must wear appropriate clothing.  It is inappropriate to wear very short skirts, plunging 
necklines or bare midriffs.  T-shirt graphics must not promote any form of drugs or alcohol or have 
offensive slogans or pictures. 

 
UNIFORM PRICES AND SHOP HOURS 
Before school: 8.15am - 8.45am Monday to Friday  
Interval:               11.05am-11.30am Mon, Tues, Weds, Fri 11.10am-11.30am Thurs  
Lunchtime:          1.15pm - 2.30pm Mon, Tues, Weds, Fri 12.30pm-1.15pm Thurs 
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Year 9 Starter Package Deal  

1x Hamilton Girls’ High School Blazer, 2 x Blouses, 1x Jersey, 1x Skirt,  

1x School Tie and 1x Physical Education (PE) Uniform. $595.00 

 

Year 12 Starter Package Deal  

1x Senior Blazer, 2 x Senior Blouses $259.00  

 

Soft Shell Jacket & Track Pants Package Deal 

1x Soft Shell Winter/Sport Jacket, 1x School Track pants $215.00  

 

Single Uniform Prices: 

Blouse - Plain (Year 9, 10 & 11 Students)  

White, short sleeve with school monogram. $55.00  

White, long sleeve with school monogram. $75.00  

Blouse - Pinstripe (Year 12 & 13 Students)  

White with grey pinstripe, short sleeve with school label. $55.00  

White with grey pinstripe, long sleeve with school label. $75.00  

Blazer (Year 9, 10 & 11 Students)  

Maroon with grey pinstripe blazer; with school monogram. $155.00  

Blazer - Senior (Year 12 & 13 Students)  

Black blazer with maroon trim and school monogram. $155.00  

Jersey  (Year 9-13 Students)  

V neck, maroon jersey with school monogram. $95.00  

Skirt (Year 9-13 Students)  

Charcoal grey skirt. One style only with school logo. $85.00  

Charcoal grey ankle length skirt (supplied on order*) $105.00 

* Extended length requires prior approval from the School’s 

 Senior Management  

Tie (Year 9-13 Students)  

School Tie Year 9-12: Black with school logo;  

Senior Year 13 Tie: alternate colour with school logo $25.00  

School Uniform Sock Mid-calf sock. Sold in packs of 3. $25.00  

Physical Education (PE) Set (Year 9-12 Students)  

Sports shirt and shorts sold as one set. $100.00  

Soft Shell Jacket Winter/Sport Jacket  

(no alternative winter jackets permitted) $130.00  

Stockings Black $10.00  

School Track Pants $99.00  

School Supporters Scarf $28.00 
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EDUCATION OUTSIDE THE CLASSROOM 
Excursions away from school are organised from time to time for experiences related to learning and/or 
competition. Well in advance, parents will receive a letter explaining the trip and its costs, if any, and 
will be asked to return an approval slip. The Ministry of Education Guidelines for Education Outside The 
Classroom are applied in all activities outside of the school. School uniform is worn unless special 
exemption is given by the Principal to the teacher in charge. 
 
 

EMERGENCY CONTACT 
Parents may contact students in an emergency during school time by phoning and leaving a message 
with Reception. It is important to remember that every message or delivery to your daughter during the 
school day creates an interruption to the classroom. Messages to your daughter’s classroom are for 
emergency reasons only. 
 
PLEASE note that students should not have their phones on in class and parents should refrain from 
ringing or texting them during class time.  
 
 

EMERGENCY EVACUATION PROCEDURES 
Hamilton Girls’ high School has established procedures in the event of fire, earthquake, lockdown or 
other civil emergency. We practice these procedures with our students periodically throughout the 
year. 

FIRE & EMERGENCY DRILL 

Alarm: Alarm followed by an intercom saying “Evacuate the building” 
All Clear: Alarm ceases ringing 
Assembly Area: School Playing Field - far side 
  
Procedure:  
1. Close all windows.  All bags must be left in rooms. 
2. Students must go directly to the assembly area following the direction of the staff member. 

Refer to specific evacuation route on classroom wall .  Do not detour to the lockers or toilet. 
3. Tutor groups line up in an orderly line behind their tutor group cone. Tutor Group teachers 
check  

their Tutor Group roll. Notify the Dean of any students who are missing. Tutor Group cones and 
wardens’ jackets will be taken to the assembly area by office staff and distributed by Deans. 

4. Heads of Schools report to the Area Warden when tutor group checks have been completed. 
5. Area Wardens report to the Co-ordinator when checks have been completed.  They will signal  

the “All clear”. 
 

If there is an earthquake , there may be no bell.  If possible, open the door, and shelter under desks 
away from windows.  On the instruction of the teachers, make their way to the evacuation zone in the 
assembly area. 
 
If an emergency occurs during interval, lunchtime or at any other time when students are not in 
classrooms, ensure that students know to proceed to the assembly area.  Teachers are asked to go (if 
possible) to the Assembly area and help organize the students there. 
 
Your daughter will be cared for by our staff. It is natural that you want to be certain about your 
daughter’s safety. If you need to collect your daughter, please wait at the Ward st entrance.  In the 
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event of a civil emergency involving the wider community (or any emergency carried on over a long 
period of time particularly in inclement weather) students will be accommodated at school. 

 
ENROLMENT 
All school enrolment enquiries are to be referred to the enrolment administrator, or Deputy Principal 
in charge of Enrolment.  They will liaise with the appropriate Dean and International Students Manager 
when enrolling international students. 
 
All hostel enrolment enquiries are to be referred to the Director of Boarding. 

 
FINANCIAL SUPPORT 
Equity Fund - parents may apply to the Lynn Scott equity fund to enable their daughter to access the 
curriculum.  Please contact your Dean for an application form. 
 
NCEA - if parents receive a Work and Income Benefit or have a Community Services Card they may 
apply for a reduction in the NCEA fee. Please contact Mr Mitchell to discuss further. 
 

HEALTH SERVICE 
A nurse is available from 8.30am-2.15 pm daily, and a free doctor service is available every Tuesday 

afternoon.  Appointments must be made at the Health Clinic. 

Students can visit the school nurse with non-urgent matters before school, interval and lunchtimes. If 

it is of an urgent  nature, students can access the Nurse and Health Clinic during the school day. 

A Physio is also available every Monday and Thursday afternoons. This is an ACC Free Service. If it is 

non-ACC there will be a surcharge. The Physio will contact the parent/caregiver if this situation arises. 

When the Health Clinic is closed, students must report to student reception. 

 
HOMEWORK GUIDELINES 
Time Spent 
Our junior students should have up to 1.5 hours homework per night and our senior students should 
have up to 2 hours homework per night.  The reality is, of course, that often homework is set over a 
longer period as an assignment or research project. 
 

1. Students should be precise about writing the specifics of homework in their diaries 
2. Teachers will check frequently that they are actually writing the homework into their student 

diaries 
3. Remind them of the information on study skills in their student diaries. 

 
Tutor Group Teacher Responsibility  
Tutor group teachers are asked to check with their classes regularly about any problems with 
homework and report any concerns to the Dean. 
 
Assignment Deadlines  
When deadlines for task completion or homework are set it is important that teachers expect and 
require students to meet them (with modifications for unusual or unavoidable circumstances.) 

HOUSES 
In 2010, the school launched a new house system, allocating every student in the school to a house. 
The five houses are Campbell, Edgecumbe, Heads, MacDiarmid and Wilson. There is a Head of School 
and House Dean for each House. 
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The houses compete in a wide variety of events including athletics, swimming, cross country, talent 
quest, charity collections, academic performance and kapa haka. The house system generates pride 
and passion for Hamilton Girls’ High School and a sense of ownership. The house system also 
contributes to the promotion of competition among the students. Your daughter will belong to this 
house throughout her time at HGHS.  
 
Heads of Houses Head of School House Dean 

CAMPBELL Nellie Wallace-Ward Claire Setz 

EDGECUMBE Wheturangi Tepania Lynaire Williams 

HEADS Lizzie Plodek Arti Kumar 

MACDIARMID Vicky Shannon Leanne Green 

WILSON Jamie Smith Sadhna Deobhakta 

ID CARDS  
Student ID cards are processed and issued at the beginning of the year. They enable students to travel 
to school by bus, allow them to borrow from the school library and to use the photocopier. Other 
discounts and opportunities may be available.  
 

INTERNATIONAL EXCHANGES 
If you are interested in studying in another country, you should visit G1.  Mrs Steele has lots of 
information that will help you.  Our exchange students are often in this room too, and you would find it 
interesting to talk to them about their experiences.  Each exchange programme has its own website 
where you can also access information.  If you are accepted for an exchange, it is important that you 
tell Mrs Steele so that our school records can be kept up-to-date. 

 
INTERNATIONAL STUDENTS 
Full Fee Paying Students 
HGHS has a number of full fee paying students and they may be enrolled in any level.  The girls follow 
all normal school procedures and are treated in the same way as all other students in your class.  Their 
subject fees are paid out of the fee they pay on enrolment, but they need to pay extra for such things 
as field trips, stationery, exam entries etc. 
 

HGHS is a signatory to the Education (Pastoral Care of International Students) Code of Practice 2016. 
Students and staff should be supportive and sympathetic to their situations.  For example, some may 
be living apart from their families and so have feelings of homesickness, culture shock etc.  If you have 
any concerns about one of these student’s well-being, see Director of International Students. 
 
EXCHANGE STUDENTS 
Each year, HGHS hosts several students on recognised exchange programmes from many countries 
around the world (and many of our students attend schools in other countries).  We have certain 
obligations towards these students as HGHS is a signatory to the Code of Practice for the Pastoral Care 
of International Students. 
 

These exchange students are enrolled in Year 12 or 13 and bring an intercultural element into our 
school.  They should be seen as a resource to be used e.g. in curriculum areas, registration time, 
assemblies, clubs etc.  There are often special events which an exchange student can enrich – they 
have much to offer and should be encouraged to do so.  This will enable them to get as much out of 
their exchange experience as possible. Exchanges vary in length from six weeks to a full year. 
Sometimes their year will run from July to June. 
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The commitment of exchange students to academic study does vary, and much depends on the 
expectations of their home country’s education system.  Some students need to continue with a 
planned programme from their home school while others like to try new and different subjects that are 
unavailable to them in their home country.  The presence of exchange students should not disrupt your 
class programme.  They are expected to follow all school rules and should be treated in the same way 
as all other students in your class. 
 
Assessments  
Exchange students will probably not need to take the results of NZQA assessments back to their home 
country and so will probably not pay to enter (but may do so if they wish to).  However, they are 
required to complete all class work so must complete internal assessments (their results will be tagged 
on the database as not to be sent to NZQA). 
 
 
Exams  
If the student is here for our full school year, she is required to sit school exams in Terms 2 and 3.  If 
she is here for the first two terms, she is required to sit the school exams in Term 2.  If she arrives at 
the beginning of Term 3, it may not be practical for her to sit the Term 3 exams as she will not have 
covered enough of the curriculum. This is the teacher’s decision, not the students, and the Dean of 
International Students should be informed in writing (before the exam) of the decision and the reason 
for it. 
 
Exchange students and their parents have agreed in writing to a clear set of rules governing their 
conduct.  There is a strong support system in place for the student and the school to use.  We must 
ensure the student has a productive time at HGHS and does not just drift around biding her time. 
Feel free to discuss any aspect of an exchange student’s programme with the Dean of International 
Students at any time. 

Code of Practice:  See www.hghs.school.nz   - International Students Code of Practice 

 
JOINT PRODUCTION 
The aim of having a joint production is to foster interaction between HGHS and HBHS students in some 
type of theatrical production on an annual basis. 
 
Producer 

1. To liaise with HBHS regarding arrangements, times and personnel for productions. 
2. To formulate budgets for approval by the Principal. To monitor expenditure and adherence 

to the budget when the production is at HGHS. 
3. To prepare final accounts and provide a copy for Board of Trustees through the Principal. 
4. To facilitate involvement of parents in years when the production is at HGHS. 

 
LATENESS 
School commences at 8.40am with Period One starting at 8.45am. Students late to school must report 
to Student Reception with an appointment note/card.  They will be referred straight to a Senior 
Manager to discuss their situation. From time to time, lateness to school is unavoidable; however, we 
have little tolerance for regular lateness and consequences will follow. Continual lateness may result in 
a school consequence duty. 
 

LEARNING SUPPORT 
The Hillary Learning Hub provides the following support: 
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● Literacy and numeracy boost, for learning support and mainstream students. 

 

● Small groups of priority learners from the mainstream school provided with additional support in literacy               

and numeracy. 

 

● A transition programme for students reintegrating back into mainstream school after a period of absence               

due to mental and/or physical health issues. 

 

● Focus on meta-cognitive strategies, such as the Key Into Reading Comprehension programme, PENPALS             

programme, STEPS, Toe by Toe and Stareway to Spelling programmes, Brain training apps on the IPAD 

 

● Buddy Reading programme: using the Pause, Prompt, Praise technique, supported by 10 trained             

volunteers from the community. 

 
 

LIBRARY 
The Library has an excellent collection of books, periodicals and DVD’s. Students are instructed in the 
procedures for finding, borrowing, taking care of and returning books.  Arrangements can be made for 
information to be obtained from any outside sources.  The student ID card allows books to be 
withdrawn.  Lost or late books incur a cost to the student as well as the possibility of no borrowing. 

LOCKERS 
The school has a limited number of lockers.  Lockers are hired via the Uniform Shop.  A hire fee applies 
and if students hire a lock and misplace it, they will be charged a fee.  Detailed information is available 
from the Uniform Shop. 

  

LOST PROPERTY 
All personal property and equipment brought to school must be named. Expensive personal property 
items are best left at home. Students must take full responsibility for the security of these items. 

Lost property is taken to the Student Reception. Every effort is made to return students' property but it 
is essential that articles be clearly named. If property is lost or stolen it should be reported to the Main 
Office and/or a Deputy or Assistant Principal as soon as possible. This will increase the chances of 
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recovery. 

LUNCH ROOMS 
We expect students to be outside at break times.  However, on wet days, tutor group rooms are 
allocated.  Students are expected to leave the room tidy at the end of lunch or they may lose access to 
the room for a period of time.  

MAGAZINE 
Hamilton Girls’ High School publishes The Hamiltonia at the end of each year.  It is a review of the year 
and a wonderful memento of school life.  Students can pre - order a copy from the uniform shop. 

PARENT/STUDENT PORTAL 
Go to www.hghs.school.nz home page 

 

 

Our school portal is where parents and students can access information; such as, attendance, HGHS 
Year Planner, student published notices and general information.  You can also pay fees and monitor 
your school account. 
A username and password is required to access the portal. The username for students and 
parents/caregivers is the student school username e.g. Alice Brown may have abr11234. Alice will use 
her original school password to access the information and we will email the parent/caregiver 
password at the start of the year. 
 
PARENT INTERVIEWS 
These meetings provide an opportunity for parents to discuss student progress with classroom 
teachers.  Appointments are made online and instructions are e-mailed out. Parent contact is 
welcomed at any time of the academic year.  If you have any concerns, please do not hesitate to 
contact your daughter’s teacher, tutor group teacher or Dean.  

 
PASTORAL CARE 
Discipline - Restorative Practice: 

The school discipline system is based on the premise that strong positive relationships are important 
for learning and also there are consequences for inappropriate actions.  It endeavours to be consistent 
and fair and is underpinned by the principles of natural justice.  

HGHS is part of the Ministry of Education ‘Positive Behaviour for Learning’ (PB4L) programme. 

For the school community to operate as a safe learning environment where all strive for personal 
excellence.  It is important that clear boundaries are established.  Along with the vision statement, 
school values are embedded in the Code of Conduct and School Rules. 
 

What happens when things go wrong? The Hamilton Girls’ High School teaching staff are committed to 
restorative processes.  Classroom teachers, HOD’s, Heads of School, House Deans, guidance staff and 
Management all aspire to build positive learning relationships with our students.  We seek to address 
an issue in a low key way, to communicate with students so that problems are addressed and healthy 
relationships can continue or be built. We value communication with parents/caregivers as we jointly 
seek solutions. 
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In the case of serious issues, a formal facilitated restorative conference may take place involving 
adults and/or students.  

Consequences for inappropriate actions are a part of the discipline process.  Students are encouraged 
to identify who or what has been harmed by their actions and accept responsibility; Restorative 
processes allow students to deepen their understanding of the impact of their actions on others. 
Through this process, students can discover more useful ways of behaving.  We seek to listen to 
concerns and build relationships at all levels, based on respect. 
 

Consequences differ according to each situation.  They may include restorative meetings of various 
kinds, practical actions, behaviour contracts, or in the case of repeated or very serious misconduct, a 
suspension could be a last resort. In this case, the Board of trustees becomes involved. 
 

At all times, the needs and rights of each individual member of the Hamilton Girls’ High School 
community must be considered so that all students and staff can work in an environment conducive to 
effective teaching and learning. If a student requires to see the Dean she must make an appointment 
where appropriate. The Deans will be available during selected times and days during each week which 
your daughter/s must be familiar with. All House Deans will also make sure their times are clearly 
displayed for the year level they are responsible for. Students must not leave class to see a Dean unless 
it is of an urgent nature. The appropriate House Dean will respond to an appointment request or call 
for the students’ during their timetabled duty.  
 

POSITIVE BEHAVIOR FOR LEARNING 
Willing to Learn ~ Interact with Respect ~ Strive to Understand ~ Engage to Achieve  
 
Student Affirmation Cards – How do they work?  
1. Display your Student Affirmation card on your work-space at the start of each lesson.  

2. Be WISE and collect signatures and acknowledgements from your Teachers.  

3. Return your completed Student Affirmation Card to your Tutor Teacher .  
4. Collect another card and repeat the above process.  
 
Student Affirmation Cards – By numbers  

● 2 Student Affirmation Cards (in a term) = WISE Bronze Certificate  
● 3 Student Affirmation Cards (in a term) = WISE Silver Certificate  
● 5 Student Affirmation Cards (in a term) = WISE Gold Certificate  

 
So YES! In one year you could earn 4 Bronze Certificates, 4 Silver Certificates and 4 Gold Certificates! Be 
WISE and go for it! 
 
10 Student Affirmation Cards in a school year = Owl Badge (to wear on the lapel of your School Blazer).  
When you complete 25 Affirmations (in a school year) and then 40 Affirmations (in a school year) you 
will be given special recognition.  
 
Once you have achieved your Owl Badge, you can work towards gaining the following PB4L Pins:  

● Maroon PB4L Pin (10 Affirmations in a subsequent school year)  
● Bronze PB4L Pin (10 Affirmations in a subsequent school year)  
● Silver PB4L Pin (10 Affirmations in a subsequent school year)  
● Gold PB4L Pin (10 Affirmations in your final year at School)  

Every completed Student Affirmation Card is entered into the end of term prize draw. BE IN TO WIN!!!  
 
 

PERSONAL DETAILS 
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Please update any personal detail changes, new cell phone numbers, email addresses etc. as soon as 
possible by email to enrolment@hghs.school.nz  

 
PRINT SERVICES 
Photocopying: A3 Black and White 25 cents 

A4 Black and White  12 cents 

Colour Copying: A3 colour $1.56  

A4 colour 80 cents 

Laminating: $3.50 per square metre 

Student Print Accounts: 

Each student has a print account and can top up the account (minimum $2) by completing the deposit 
slip and handing into the finance office.  Students need to allow 24 hours for the top up to be 
activated. 
 

REPORTS 
Reports are issued regularly during the year and are sent home with students.  

RESTORATIVE PRACTICE 
● REFLECT 
● REPAIR 
● RECONNECT 

 
Restorative Practices: 
Positive working relationships at all levels are integral to the success of the social and learning 
environments of the school. Restorative practice enhances a school wide culture of mutual respect, 
care and support even in the face of wrongdoing and relational conflict. 
 
Restorative practices at Hamilton Girls’ High School have been incorporated into our behaviour 
management. These processes have been applied to a wide variety of harmful events ranging from 
ongoing classroom disruption to incidents of serious physical, social and emotional harm. 
 
This innovative approach allows for the community of people involved to come together and to explore 
the harm and restore relationships. Those affected have a more active involvement in the justice 
process and those responsible are more accountable to the people they have harmed, thus restoring 
emotional as well as material losses of victims. 
 
The Restorative Chat: 
Teachers and students are encouraged to engage in restorative conversations both as prevention and 
as an early intervention for relatively low-level classroom disruption. This approach models respectful 
dialogue and includes the language of restorative enquiry.  

1. What is happening? 
2. What were you thinking? 
3. Who do you think is being affected? 
4. How do you think they are affected? 
5. What do you need to do to put it right? 

 
Mediation: 
These may involve students and teachers. A neutral facilitator may lead the process and once an 
agreement is reached, it is formalised, recorded and kept as part of the school’s tracking system. 
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SCHOLAR’S PIN 
The Scholar’s Pin is awarded to students in recognition of Excellence in Academic Achievement. It aims 
to recognise and reward our high achievers and also to act as an incentive to achieve.  

These are presented to students who are Top Achievers in National Qualifications (NCEA Levels One, 
Two and Three) as identified by the Principal.  
 
 

SCHOOL RULES 
The school vision embodies co-operation. We endorse the right of the individual to be part of a 
community which respects people and their property.  Parents are asked to support these rules and to 
uphold standards of dress and behaviour. 
 

 
Students are under the authority of the School while: 

1. Being present at School during an official school day 
2. Representing the School at any time whether it be in sport, cultural pursuits or any other 

activity 
3. On a School trip whether or not a parent or guardian is also present 
4. On the way to and from School 
5. At any time they are wearing School uniform. 
 

Fundamental Rules 

General Conduct 

1. Students are expected to display a high standard of behaviour, courtesy and manners 
2. Loud or offensive behaviour and loitering in public places is not permitted 
3. Students are expected to display respect towards all staff and toward each other at all times 
4. Students are expected to be punctual arriving at school and must attend all classes 
5. Students are expected to behave in such a way that the learning of other students is not 

disadvantaged 
6. Students may not eat in class. This includes chewing gum. 
7. Repeated truancy and continual disobedience will not be tolerated and will be treated 

seriously 
8. All students are to comply with School procedures 
 
Drugs, Alcohol and Tobacco 
1. No student shall consume, sell, purchase, supply, have in his possession or be under the 

influence of alcohol, tobacco, illegal drugs, R18 legal drugs or party pills, whether or not 
lawful under the law of New Zealand, while under the authority of the School. 

 
Theft, Bullying and Assault 

1. No student shall have involvement with theft 
2. No student shall bully, assault, fight with or intimidate another student or staff member 
3. No student shall be in possession of, or use weapons 

 

Any breaches of these core rules will be referred to the Principal as it is School policy to treat any 
breach of the Rules seriously. The Principal will review all the circumstances and where 
appropriate consider a stand down period and/or suspension as disciplinary options.  
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School Regulation Rules 

Attendance 

1. All students are required to attend school through all hours on all days in which Hamilton 
Girls’ High School is open 

2. Students are expected to be punctual arriving at school and attending classes 
3. Extended holiday leave either prior to or after the official school holidays or at any other 

time must be applied for to the Principal and may not be granted. 
4. No student is to leave the School grounds during school hours unless she has been signed off 

by a Dean or Senior Manager 
 

        Uniform 

1. All students are expected to follow the uniform code, as presented. 
2. All uniform, including footwear shall be kept clean, tidy and in good repair 
3. Undergarments are not be worn if they show above the shirt front 
4. No student is to have obvious dyed hair or extreme hairstyles 
5. Students are allowed to wear one set of simple studs or sleepers in the ears only. No other 

body piercings are permitted 
6. A wristwatch may be worn and a discrete chain, pendant or taonga around the neck is 

accepted, but no other jewellery is permitted  
7. Makeup must not be worn 
8. Finger and toenail polish is not allowed 
9. Non-code uniform items may be removed from students and may be picked up at the end of 

the day from the Student Services. 
 

School Property 

1. Students are to take care of all school property and in the event of wilful damage to School 
property, the person or persons responsible shall be prepared to pay compensation 

2. Students must put all litter in the containers provided 
3. Textbooks and library books are the property of School and are to be well cared for 
 

Personal Property 

1. All articles of clothing, books, pens, bags, calculators, sporting equipment and other items of 
personal property must be clearly named. Every endeavour will be made to return lost 
property so marked. Students losing or finding property shall report immediately to the main 
office. The school will not be responsible for any loss of property. 

2. The following must not under any circumstances be brought onto the School grounds: large 
amounts of cash, tobacco, chemicals, knives or weapons, matches, cigarette lighters, 
fireworks, alcohol, narcotics or drugs  

3. The following should not be brought to School and if brought to School the School will accept 
no responsibility for them: Cameras, valuable watches, pens, or any other costly equipment  

4. Electronic equipment, such as iPods and cell phones must be turned off and out of sight in 
class unless teacher permission has been granted 

5. Non-compliance or misuse of electronic equipment may result in their removal.  These can 
be claimed after school from Student Reception (excluding cell phones which require a 
parent/caregiver to collect) until 4pm 

Interval and Lunch breaks 

1. Interval is 11.05 - 11.30am and lunch is 1.30 – 2.15pm except on Tuesdays, where interval is 
from 10.25 – 10.50am and lunch 1.20 – 2.00pm 

2. Students are not to leave School grounds during these breaks 
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3. Students will eat lunch outside if it is fine. They are not to be on the lower field. In wet 
conditions, students are directed to Tutor Group or wet weather rooms 

4. Students are not to consume food or drink in the Hall, in Computer and Science Labs, or the 
Administration building 

Homework 

1. Students must do homework regularly as an extension of class study. 

 
SONNINGHILL HOSTEL 
Sonninghill Hostel aims to provide the best possible environment for girls who need to board away 
from home to attend Hamilton Girls’ High School. It is located in Marama Street just a short walk from 
the school.  

For any further information, please contact the Director of Boarding, director@sonninghill.school.nz  
 

STUDENT SUPPORT 
Vertical Tutor Classes 

When a girl arrives at Hamilton Girls’ High School, she is placed in a vertical tutor class. She will stay in 
this tutor class, with girls from her and every other year in the school, for the whole of her time at 
Hamilton Girls’ High School. All girls in that tutor class belong to the same House, with older girls able 
to help younger girls make the transition to high school successfully. Your daughter will be supported 
by the same tutor group teacher throughout her time with us. An innovative pastoral structure and 
vertical tutor classes ensure the best possible support for girls as they become young women. 

Tutor group teachers  

Tutor group teachers have daily contact with their tutor group class. Your tutor group teacher will be 
the first person that parents and students will have contact with. They oversee the academic progress 
of students, attendance and participation in activities.  

Houses 

Each House has a head of school. Their main focus is to provide academic tracking and mentoring, as 
well as instil house pride. Each house is led by a Head of House and House Dean. They have 
responsibility for providing Academic and Pastoral Support, Academic tracking and mentoring as well 
as instill house spirit and pride 

Guidance Counsellors  

Where the problems or concerns are of a more confidential and personal nature, the Guidance 
Counsellor is a person you can talk with. Our Guidance Counsellors are available by appointment and 
have the experience and ability to provide support for any situation or issue our young women may 
face. They also have access to a network of specialists to support their work. 

Careers Counsellors  � 

The Careers Counsellors are available to help all students with choosing career pathways and course 
planning, goal setting and time management that is necessary to achieve their chosen goals.  They 
provide career advice, work experience, arrange workplace learning, ITO assessment through the 
Gateway programme, and assist students with applications to post-school destinations. 

Whanau Tutor Groups 

At Hamilton Girls’ High School we offer Whanau Tutor groups. We uphold Tikanga Maori and Kawa in a 
nurturing, safe environment. There are leadership opportunities, and school wide initiatives with total 
support from staff.  Whanau participation is an expectation. Educational hui are held once a term and 
other hui to help with the continued enhancement of our young women’s educational opportunities. 
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Gateway programme, and assist students with applications to post-school destinations. 
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Our teachers have an expectation that they will engage with students to foster respect and encompass 
Tikanga Maori. Whanau Tutor Groups are called on to offer support to the school; this can include 
Powhiri, manaaki and tiaaki. 

Pasifika Support 

Achieving personal excellence academically is a major focus and we have structures in place to support 
our Pasifika students.  These include: Our ‘Big Sister’ programme for our Year 9 students; Teacher 
mentors for our senior students; and a Homework centre for weekly study and tutoring. 

 

STUDENTS LEAVING SCHOOL 
Instructions for Students Leaving 

1. Bring a letter from your parent or guardian, giving permission to leave school, take this to 
the Student Services.  (This is very important, as failure to do so can affect possible future 
WINZ payments.)  Year 13 students leaving at the end of the year do not need a letter – Your 
tutor or mentor will give you leaving and testimonial forms at the appropriate time. 

 

2. Complete the leaving form and return it to the office.  This form must be completed and 
returned before you can receive your leaving certificate. 

 

3. If you are leaving before the end of the school year, you can still request a testimonial.  Ask 
your mentor to get you an advance copy of the Student Testimonial form, complete it with 
the names of two nominated teachers, and return it to your mentor.  Your testimonial will be 
completed at the end of the school year and will be available at the same time as the rest of 
the student testimonials.  You can leave a stamped self-addressed envelope with your dean 
if you are not going to be able to collect it in person on sign out day. 

 

STUDENT EXIT FROM SCHOOL 
At the end of each school day, students must exit via Hill St or at the bottom of the Ngaa Puawaitanga 
Steps at Gate 5.  We ask parents to arrange for their daughters to be picked up on Hill St or a block 
over from school.  

Exit across the field towards Marama Rd should be via Gate 1.  

Only those waiting for the bus on Ward St should exit Gate 3. 

These instructions are in place to minimise congestion. 

 
SUBJECT FEES 
There is a wide range of activities in which your daughter can be involved. Where your daughter 
indicates her participation, we write to you in advance with the details, by agreeing to the activity, you 
are consenting to associated costs.  
 

SUBJECT LEAVE 
A teacher may give a senior student leave from her class or from a study class for a specific reason 
(study in town library, journalism research etc).  

For this to happen, the Subject teacher will print and sign a KAMAR LEAVE PASS stating where the 

student is going.  E.g. Town Library . Senior students are still expected to sign in and out in the Leave 

Book.  Leave Pass is given to student’s Tutor Group Teacher at the next roll check. 
 

NOTE:  If the leave is for the last period of the day, check with your subject teacher regarding return 
to school 
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TELEPHONE 
The location of a school phone for student use is in student reception, please ask permission and 
instruction from Student services before making a call. 
 

TEXTBOOKS 
Textbooks are issued on loan to students in some subjects.  At the end of each year all text books will 
need to be returned to the school in preparation for re-issuing the following year.  Books lost or 
damaged must be paid for. 

 

VALUABLES 
Please take any valuables to the office for safekeeping.  Please make sure it is clearly labelled with your 
name and tutor group.  Don't carry large sums of money with you - it may be stolen.  The school cannot 
take responsibility for valuables left in bags/lockers. 
 

VISITORS 
Students do not invite visitors to school or arrange to meet someone in school grounds. All parents and 
visitors must report to reception at the main office on arrival to Hamilton Girls’ High School if they have 
come to a prearranged meeting or to collect their daughter. 
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Hamilton Girls’
High SChoolHamilton Girls’ High School 

PO Box 1267, Hamilton 3240 
Phone 07 839 1304  Fax 07 834 1394 

administration@hghs.school.nz  www.hghs.school.nz  

“Where each student aspires to 
achieve personal excellence”


