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CYBER SAFETY AND DIGITAL DEVICE PROCEDURES

USER AGREEMENT
Kaikorai Valley College is serious about keeping akonga safe at all times, including cyber safety measures.

At Kaikorai Valley College, we recognise the rapid growth and development of technological devices and
the quality of some of the applications these devices make available. The school’s computer network,
Internet access, and other IT devices are used for educational purposes appropriate to the school
environment.

We recognise that the use of these devices can, at times, get in the way of teaching and learning. It is
important that akonga (students) use these tools and resources responsibly at school, both inside and
outside the classroom. Therefore, certain expectations are put in place around their use. These are in
keeping with the school's values.

We would also urge whanau and caregivers to monitor digital device use closely and discuss appropriate
use with their children.

This Cyber Safety and Digital Device Procedures User Agreement has been created to ensure a common
understanding by all parties involved, including akonga, whanau, and caregivers.

Please read through this list of procedures for digital device and ICT use at Kaikorai Valley College.

INSTRUCTIONS
1. Akonga and whanau*/guardians/legal caregivers, please read and discuss all sections carefully.
2. Please keep this booklet for future reference.
3. If you have any questions about this agreement, please contact the school.

SECTION A: Digital Device Rules and Procedures
SECTION B: Cyber Safety Rules and Procedures

* The term ‘Whanau’ throughout this document also refers to legal caregivers and caregivers.
Important terms used in this document:

a) The abbreviation ‘ICT’ in this document refers to the term ‘Information and Communication
Technologies.’

b) ‘Cyber safety’ refers to the safe use of the Internet and ICT equipment/devices, including mobile
phones.

c) ‘School ICT’ refers to the school’s computer network, Internet access facilities, computers, and
other school ICT equipment/devices as outlined in (d) below.

d) Theterm ‘ICT equipment/devices used in this document, includes but is not limited to, computers
(such as desktops, laptops, PDAs), storage devices (such as, but not limited to, USB and flash
memory devices, CDs, DVDs, iPods, MP3 players), cameras (such as video, digital, webcams), all
types of cellphones, gaming consoles, video and audio players/receivers (such as portable CD and
DVD players), and any other, similar, technologies as they come into use.

e) ‘Objectionable’ in this agreement means material that deals with matters such as sex, cruelty,
racially sensitive material, or violence in such a manner that it is likely to be injurious to the good
of akonga or incompatible with a school environment. This is intended to be inclusive of the
definition used in the Films, Videos and Publications Classification Act 1993.

Additional information may be found on the NetSafe website https://netsafe.org.nz/



https://netsafe.org.nz/

SECTION A: DiGITAL DEVICE AND CELLPHONE RULES AND PROCEDURES

6.

7.

10.
11.

Any device or ICT equipment must not be used without a teacher’s permission, nor may it cause
disruption during lesson time, Whanau time, assembly time, or between classes during the school
day. This includes earphones for digital devices, which must be kept out of sight during these times.
No student is permitted to have a cellphone at school at any time. If a student needs their
cellphone before or after school, they may bring it to school and hand it in to the student office as
soon as they arrive at school. Akonga can collect their phone from the main office when school ends
at the end of the day.

No Bluetooth or any other speakers are permitted at school at any time. If brought to school, they
will be confiscated until the caregiver can collect it from the school.

No device may be used to record any conversation without the permission of everyone present,
including adults and staff.

Akonga should not use devices to contact home or other people without the school’s knowledge, as
doing so would compromise normal school communication procedures. In the event of an
emergency, akonga have ready access to the phone in the school office, and messages from home
can be relayed to akonga in a timely and efficient manner without using a cellphone.

If a parent/whanau/caregiver needs to contact an akonga at any of these times, a message can be
left with the office staff, who will pass it on to the akonga.
If a cellphone is confiscated:

a. On the first occasion when an akonga fails to comply with the above, the cellphone
and/or digital device will be confiscated for the rest of the school day and kept securely
in one of the Senior Leadership Team’s offices. This includes any SIM cards that are part
of the cellphone. The akonga may collect it at the end of the school day, but only if one
of the Senior Leadership Team is available.

b. On the second occasion, the cellphone and/or digital device will be confiscated for the
rest of the school day and may be collected by a parent/whanau/caregiver only after
the school day has finished, up until 3.45pm or the next day at a time to be arranged
that suits the school.

c. On the third occasion, the cellphone and/or digital device will be confiscated for seven
consecutive days and must again be collected by a parent/whanau/caregiver.

Akonga who refuse to surrender their cellphone or device to a staff member will be withdrawn from
classes until a meeting with whanau is held at school. The school reserves the right to prohibit non-
compliant akonga from bringing these cellphones or devices to school for the duration of the year.
If a device is confiscated on more than two occasions during the school year, the akonga forfeits the
right to bring it to school for the remainder of the year.

A device must not be lent to any other akonga during the school day.

Any misuse of a cellphone or device may be deemed “gross misconduct” for the purposes of a stand-
down or suspension under the Education and Training Act 2020. This includes, but is not limited to,
harassment, intimidation, threatening, or abusive behaviour toward a person or persons; or
recording a person or persons via video, photograph, or other recording without their permission.
Whanau will be contacted, and a possible referral to the Board for major disciplinary action may be
made. The school reserves the right to contact the Police if a message threatens or if images may
harm the victim(s) or bring the school into disrepute. The school reserves the right to ban an dkonga
from bringing a device to school in the event of misuse.

. Any cellphone or digital device used to photograph or video staff members, or akonga engaged in

inappropriate behaviour at school (e.g., a fight) or out of school while in school uniform will, in the
first instance, be confiscated for a much longer period (up to three months), to be determined by the
school’s leadership team. On a second occasion, the phone or device will be confiscated for a
minimum of three months, and the akonga will be stood down or suspended and placed before the
Board. If a cellphone and/or digital device is confiscated on more than two occasions for such an
offence, the akonga will be referred to the Board and forfeit the right to bring any such device to
school for the remainder of their time at Kaikorai Valley College.

While the school undertakes to provide reasonable security for valuables, it accepts NO LIABILITY for
cellphones that are unlawfully onsite or other digital devices that go missing from an akonga’s
possession during the school day.



SECTION B: CYBER SAFETY RULES AND PROCEDURES

As a safe and responsible user of ICT, | will help keep myself and other people safe by following these

rules.
1.

10.

11.

12.

13.

14.

15.

16.

17.

| cannot use school ICT equipment or any personal device until my whanau and | have read and
agreed to the cyber safety rules and procedures.
If I have my own username, | will log in only with that username. | will not allow anyone else to
use my username.
| will not share my password with anyone else.
While at school or a school-related activity, | will not be involved in any ICT material or activity
that might put me or anyone else at risk (e.g., bullying or harassment).
| understand that | must not at any time use ICT to upset, offend, harass, threaten, or in any way
harm anyone connected to the school or the school itself, even if it is meant as a joke. This includes
outside school hours.
I will not use Information Communication Technology to undermine the good name and
reputation of the school. This includes outside school hours.
| understand that the rules in this use agreement also apply to mobile phones and other personal
digital devices.
| understand that | can use the Internet at school only when a teacher gives permission.
While at school, | will not:
= = Access or attempt to access inappropriate, age-restricted, or objectionable material.
= = Download, save, or distribute such material by copying, storing, printing, or showing it to
others.
= = Make any attempt to circumvent or bypass security, monitoring, and filtering that are in
place at school.
If I accidentally access inappropriate material, | will:
= Not show others;
= Turn off the screen or minimise the window;
= Report the incident to a teacher immediately.
| understand that | must not download any files such as music, videos, games, or programmes
without the permission of a teacher. This makes sure the school complies with the Copyright Act
1994 and the Copyright Amendment Act 1996. | also understand that anyone who infringes
copyright may be personally liable under this law.
| understand that these rules apply to any privately owned ICT equipment/device (such as a
laptop, mobile phone, USB drive) | bring to school or a school-related activity. Any images or
material on such equipment/devices must be appropriate to the school environment.
I will not connect any device (such as a USB drive, camera, or phone) to school ICT, nor will |
attempt to run any software on it without a teacher’s permission. This includes all wireless
technologies.
| will ask a teacher’s permission before sharing any personal information (including photos) online
about myself or anyone else during school time. | will also obtain permission from any other
person involved. Personal information includes (but is not limited to) name, address, email
address, phone numbers, and photos.
| will respect all ICT systems in use at school and treat all ICT equipment and devices with care.
This includes:
= Not intentionally disrupting the smooth running of any school ICT systems
= Not attempting to hack or gain unauthorised access to any system
= Following all school cyber safety rules and not joining in if other akonga choose to be
irresponsible with ICT.
= = Report any breakages or damage to a staff member.
| understand that the school may monitor traffic and materials sent and received over the school’s
ICT network. The school may use filtering and/or monitoring software to restrict access to certain
sites and data and to view internet usage, including email, including encrypted traffic.
| understand that the school may audit its computer network, Internet access facilities,
computers, and other school ICT equipment or commission an independent forensic audit.
Auditing the above items may include any stored content and all aspects of their use, including
email.



18. I understand that if | break these rules, the school may inform my parent/whanau/caregivers. In
serious cases, the school may take disciplinary action against me. | also understand that my family
may be charged for repair costs. If illegal material or activities are involved, the school may inform
the Police.

19. | accept that any breach of conditions 5 and 6 of this Agreement may be deemed ‘gross
misconduct’ for the purposes of a stand-down or suspension under the Education and Training
Act 2020.

SECTION C: CONTRACT
TO THE AKONGA (STUDENT) AND WHANAU / LEGAL CAREGIVER / CAREGIVER - PLEASE:

1. Read the following carefully to check that you understand your responsibilities under this
agreement.
2. Keep this booklet for future reference.

SECTION FOR THE AKONGA (STUDENT)

] | have carefully read this Cyber Safety and Digital Device Procedures User Agreement with my
parent/whanau/caregivers and agree to abide by it.

] | will follow the cyber safety and digital device rules whenever | use the school’s digital devices or
ICT.

] | will also follow the cyber safety and digital device rules whenever | use privately owned ICT on the
school site or at any school-related activity, regardless of location.

] | will avoid any involvement with material or activities that could put my own safety, or the privacy,
safety, or security of the school or other members of the school community, at risk.

Ll | will take proper care of school ICT. | understand that if | am involved in the damage, loss, or theft
of ICT equipment or devices, my family may be responsible for the cost of repairs or replacement.

Ll | will keep this booklet somewhere safe so | can refer to it later.

] If | am unsure about anything related to this agreement, | will ask one of the Senior Leadership
Team.

] I understand that if | breach this use agreement, there may be serious consequences.

SECTION FOR WHANAU/LEGAL CAREGIVER/CAREGIVER

] | have carefully read this Cyber Safety and Digital Device Procedure User Agreement and discussed
it with my child, so we both clearly understand their role in the school’s efforts to maintain a cyber-
safe environment.

= | will encourage my child to follow the cyber safety rules and instructions.
] | will contact the school if there is any aspect of this user agreement | would like to discuss.
] I understand that if there is a breach of this user agreement, there may be serious consequences.

ADMINISTRATION OF MEDICATION

The staff at the school are willing to administer medication to your child, subject to the following
conditions:

1. That the medication is provided to the school office, or to staff on out-of-school activities by the
parent/whanau/caregiver of the child — this must be in a named container or envelope.

2. That written instructions are provided to the school office, or to staff on out-of-school activities,
regarding how the medication is to be administered in advance of the administration of
medication.

3. That the staff of the school will take all reasonable steps to ensure that the medication is
administered in accordance with the instructions, but it will not be held responsible for:

= any long-term or side effects of the medication;
®= not administering the medication on any particular occasion;
= 3akonga (student) not taking their medication in accordance with instructions.



LEARNING SUPPORT REGISTER INFORMATION

Why we are sharing information
Our school shares information to:

= identify children and young people who might need additional learning support
= ensure that the adults who work with children (such as teachers or teacher aides) have the
skills and resources they need to support them
= decide what additional learning support would help children and young people, whether
individually or in groups.
The Ministry of Education may use information from the register for administrative and analytical
purposes, for example, to determine the overall number of children requiring specific types of
support. This will allow the Ministry to plan ahead for staffing levels, specialists, and other services
and support types.

What information we will share
Our group of education providers and the Ministry of Education share information for a collective
learning support register that contains:

= name, gender, and ethnicity to identify support that reflects the child’s identity, language,
and culture

= date of birth and year level, to identify support that is appropriate to their age

= the type of support needed

= any health issue, disability, or learning difficulty that means a child needs particular types of
support

= services and support they are already receiving

If you agree, we will add information about your child’s additional support needs to the group’s
learning support register.

Who will see the information?
Only a small group of people will have access to the register for the purposes outlined in the first
paragraph. This group will include a school staff member responsible for learning support (e.g., a
SENCO, LSC, RTLB, learning support facilitator, or a Ministry of Education staff member). These
people will meet regularly to discuss the register and how best to respond to the needs of
children and young people on it. In some situations, other organisations may be able to help
determine the appropriate support for a child or young person.

How we will keep the information safe

All information will be transmitted and stored securely, and only authorised individuals will be
able to access it. You can request access to the information through the school manager and
may correct any inaccuracies.

What will happen if you don’t agree to your child’s information being shared

If you do not agree to include your child’s information on the register, we will still provide
support for your child’s needs within our school. Being on the register may make your child
eligible for additional resources. You can withdraw your consent at any time.



TRANSPORT PERMISSION AKONGA (STUDENTS)

As part of the new Health and Safety Act, all schools are now required to have written whanau /
caregiver permission to transport akonga (student) to and from events by authorised personnel.
This permission is for the duration of your child’s enrolment at Kaikorai Valley College.

EDUCATION OUTSIDE THE CLASSROOM ACTIVITIES

The Education Outside the Classroom procedures require that we ask you for written consent for
your son/daughter to participate in off-site events which occur during the school day or finish
after school. These events have an element of risk deemed no greater than that of the average
family activity. Examples include Interchanges, Careers Days, or an Art class trip to a gallery.

The teacher-in-charge will still give you information sheets (costs, time, and date), and you have
the right to withdraw your consent at any time by contacting the teacher-in-charge.

Full written consent is still required for each individual for whom the activity risk is deemed
greater than that of an average family activity, including any overnight stay. Examples include
Tramping, Skiing, and Water Activities. Teachers-in-charge will complete Risk Assessment and
Supervision (RAS) procedures for these events, in accordance with school policy.
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UNIFORM REGULATIONS
JUNIOR AND SENIOR

At Kaikorai Valley College, we believe that wearing the uniform correctly and neatly is important in developing a sense
of pride in oneself and the school. Students are expected to wear full and correct uniform and to be well-groomed at
all times, including while travelling to and from school. The following regulations include changes that were passed

by the Board. This means the following regulations will be enforced. All students are to be in full uniform.

JUNIOR UNIFORM
Trousers or Shorts

Regulation grey trousers or grey shorts.

Polo Shirt With shorts or trousers — KVC Bottle/Red panels
Kilt KVC Kilt
Blouse With kilts, shorts, or trousers - White long or short-sleeved buttoned blouse.
Socks With shorts - regulation KVC grey socks with red and green tops
With trousers - grey, black, or white crew socks
With Kilts - Plain short white ‘crew socks’ (see diagram) or black tights
Shoes Black plain, flat-heeled lace-up. College-style leather shoe, with black laces (see attached photos).
Jersey KVC monogrammed red V-necked jersey (compulsory).
Vest KVC monogrammed red V-necked vest (optional).
Jacket KVC black soft shell jacket

SENIOR UNIFORM

Trousers Regulation grey long trousers
Kilt KVC kilt
Shirt With trousers - Long or short-sleeved buttoned shirt
Blouse With kilt or trousers- White long or short-sleeved buttoned blouse
Tie KVC tie
Blazer KVC blazer
Socks With kilt - Plain short white ‘crew socks’ (see diagram) or black tights
With trousers - grey, black, or white
Shoes Black, plain, flat-heeled lace-up. College-style leather shoe, with black laces (see attached photos)
Jersey KVC monogrammed red V-necked jersey (compulsory)
Vest KVC monogrammed red V-necked vest (optional)
Jacket KVC black soft shell jacket
PHYSICAL EDUCATION
PE Top - KVC monogrammed red and bottle green - doubles as a sports team uniform top.
PE Shorts - Bottle green shorts.
SCARF KVC scarf. (Scarves may not be worn in class)
HuAB Plain red, bottle green, or black hijabs may be worn by our Muslim students.
HATS Black full-brimmed hats may be worn for sun protection.
Black KVC beanie may be worn in the winter months.
Hats and/or beanies must not be worn indoors at any time.
ALL STUDENTS

= School badges and blues may be worn on a jersey, vest, or blazer lapel.

= The green polo shirt can be worn tucked in or out. It may not show hanging below a jersey at any time.

= Junior blouse is to be worn out over the kilt, shorts or trousers.

= All blouses may be worn untucked when wearing the tie and blazer.

= All white shirts are to be worn tucked in when wearing the tie and blazer.

= Only plain (i.e. no lettering or designs) white t-shirt or white thermal may be worn under shirts, blouses, or polo tops.

The KVC regulation jersey must be worn to and from school, at formal occasions such as assemblies and prizegivings
(unless a student is wearing a blazer), and when entering timetabled classes. Students may remove their jerseys during
class, at intervals, and during lunchtimes.

Vests can be worn with a short or long-sleeved shirt/blouse.

During extended periods of warm weather, particularly in summer, jersey requirements may be relaxed, although all
students are still required to bring their KVC jerseys or vests to school in anticipation of a weather change and for
assemblies.

The blazer can only be worn with a white shirt/blouse, tie, and long trousers/kilt. The jersey or vest may be worn under
the blazer on cold days, but not on formal occasions.

The jacket is an over-garment which is only to be worn over the top of a jersey or blazer (not instead of a jersey or blazer).



Jackets are not to be worn inside.

= Sports-style shoes (even if made of black leather) are not permitted, nor are slip-on shoes or shoes with buckles [please
see photographs overleaf]. Parents in any doubt about a suitable shoe style should check with a Deputy or Assistant
Principal before making a purchase.

= Shoes must be worn with laces done up firmly on the front of the shoe. Velcro fasteners are not permitted.

= Socks - only plain short white crew socks with the kilt (see picture), and plain grey, black, or white crew socks with
trousers. Regulation school socks must be worn with shorts. No brand names or coloured bands.

JEWELLERY AND MAKE-UP REGULATIONS
= No rings are permitted.
= A watch may be worn.
= No bracelet of any kind may be worn, with the exception of a Medic Alert.
=  Two studs of size 3mm or less per ear. (Ear stretchers are not to be worn at any time)
= One nose stud —a ‘pin head’ sized plain silver or gold.
= The school reserves the right to determine whether a nose or ear stud is of an appropriate size or not.
= Other facial jewellery is not permitted. (e.g. lip, chin, eyebrow).
= A necklace or bone carving may be worn underneath the school uniform, but must not be visible.
= No makeup is to be worn. This includes nail polish and tinted foundation.
= Hair must be of a naturally occurring colour. The Senior Leadership team will deem what is appropriate.
= Faces must be clean-shaven, including Year 13 students.

UNIFORM SUPPLIER
THE UNIFORM GROUP 84 Filleul Street, Dunedin 9016
Phone: 03 260 7311
Email: ushopdun@uniformgroup.co.nz
Website: www.shopdun.uniformgroup.co.nz

Socks, tights, and shoes may be purchased from several outlets in Dunedin.

The Second-hand Uniform Shop is run by the KVC Parent Group. You will find it in B block, open by arrangement.
The Second Hand Uniform Shop contact is Karen Crawford. If you would like to visit the uniform shop, have queries,
or would like a current list of available pieces and prices, please TEXT 021 212 8473 to make an appointment.

(The Leadership Team reserves the right to amend these regulations without notice.)
The socks and tights identified below, with a tick, are the only socks permitted to be worn with the kilt.
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DUNEDIN BUS SERVICES

Dunedin bus info

Dunedin school bus info

Route map and timetable for Dunedin buses
Dunedin Bus Hub map

Bus safety

Helpful info for Dunedin bus users

Proposed bus stop changes/improvements

Dunedin Full Bus Timetable and Booklet
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https://www.orc.govt.nz/orbus/dunedin-bus-timetables/#route-map-and-timetable-for-dunedin-buses
https://www.orc.govt.nz/orbus/dunedin-bus-timetables/#dunedin-bus-hub-map
https://www.orc.govt.nz/orbus/dunedin-bus-timetables/#bus-safety
https://www.orc.govt.nz/orbus/dunedin-bus-timetables/#helpful-info-for-dunedin-bus-users
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PAYMENTS TO THE SCHOOL

For all payments to the school or to set up an automatic payment:
Bank: ASB

Name: Kaikorai Valley College

Account Number: 12-3150-0353614-00

Please include your child’s name on the reference line and, if relevant, the
purpose of the payment.
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