PONGAKAWA SCHOOL
PROCEDURAL STATEMENT

STAFF FAREWELL GIFTS
N.A.G.3
PERSONNEL MANAGEMENT

RATIONALE:
Pongakawa School values the work and contribution of all employees and in order to be
assured this is recognised on their leaving, has developed the following guidelines to assist
in the process

GUIDELINES:
1. A farewell card will be kept at the office for a period of at least a week prior to the
finish date to enable all staff to sign it. (giving of a financial contribution is not a
requirement in order to sign the card)

2. Alongside the card will be a bag kept to allow those who wish to make a financial
contribution to the gift

3. For support staff a teacher aide rep. will liaise with senior leadership in relation to the
gift purchase

4. For teaching staff the deputy principal (or their delegate) will liaise with senior
leadership in relation to the gift purchase

5. The Board of Trustees will allocate $50.00 for the first year of service, and $35.00 per
year of service thereafter toward the gift.

6. Staff and Board of Trustees contribution together gives the amount of the gift
purchase

7. A special morning tea or other gathering is seen as separate to the gift and should
not be taken from the same fund source
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