Governance Manual Template for State Integrated School Boards
This template is based on the APIS online resource  ‘How State Integrated Boards Work’. It provides a framework for boards to record their governance systems, policies, and practices. Each section includes editable fields for your school’s information and can be adapted to reflect your school’s size, character, and Proprietor requirements.
1. School Details & Context
School Name: ____________________________
Integration Agreement Reference: ____________________________
Proprietor: ____________________________
Special Character Statement:
[Insert a summary of your school’s Special Character and how it is expressed in daily school life.]
2. Governance Framework Overview
Purpose: [Insert your board’s agreed purpose statement reflecting strategic leadership, stewardship, and focus on student achievement.]
Principles: [List your board’s core principles, e.g., integrity, cultural responsiveness, partnership with the Proprietor, continuous improvement.]
Practices: [Describe your key governance practices, such as setting strategic goals, monitoring progress, self-review, and maintaining ethical conduct.]
Policies and procedures: [Describe your key governance policy framework, include links to policies and management procedures.]

3. Governance vs Management
Clearly define how governance and management are separated in your school context. Use the table below to clarify delegated authorities and reporting expectations.
	Area of Responsibility
	Board Responsibility (Governance)
	Principal Responsibility (Management)

	Curriculum & Achievement
	[Insert Board role here]
	[Insert Principal role here]

	Finance
	[Insert Board role here]
	[Insert Principal role here]

	Property
	[Insert Board role here]
	[Insert Principal role here]

	Personnel
	[Insert Board role here]
	[Insert Principal role here]

	Health & Safety
	[Insert Board role here]
	[Insert Principal role here]

	Special Character
	[Insert Board role here]
	[Insert Principal role here]




4. Board Composition & Roles
Current Board Membership:
	Trustee Name
	Role (e.g., Presiding member, Proprietor Appointee)
	Term Expiry
	Contact Details

	
	
	
	

	
	
	
	


Include role descriptions for Presiding Member, Proprietor Appointee, Staff Trustee, Student Trustee, and Principal.
5. Special Character & Proprietor Partnership
Describe how the Board works in partnership with the Proprietor to maintain and enhance Special Character. Reference your Memorandum of Understanding (MoU) and Integration Agreement.
Date of current MoU: ______________________
Key contact for Proprietor liaison: ______________________
Special Character monitoring process: [Insert your process for review, e.g., annual Proprietor report, self-assessment, community feedback.]
6. Strategic Planning & Accountability
List your strategic priorities and describe how they align with the Charter and Annual Plan.
Strategic Priority 1: ______________________
Strategic Priority 2: ______________________
Strategic Priority 3: ______________________
Key performance indicators (KPIs): [Insert measurable indicators for each priority.]
7. Meetings & Decision-Making
Describe how your board structures meetings to focus on governance, strategy, and Special Character. Include your meeting schedule and agenda format.
Number of meetings per year: _______
Meeting day/time: ______________________
Agenda template reference: Appendix D
Minute-taking responsibility: ______________________
8. Committees & Delegations
List standing and ad hoc committees with their Terms of Reference. Indicate membership and reporting lines.
	Committee Name
	Purpose / Terms of Reference
	Members / Frequency


9. Board–Principal Partnership
Outline the principles of your board–principal working relationship and the process for the annual performance agreement.
Performance Agreement last reviewed: ______________________
Chair–Principal meeting frequency: ______________________
External appraiser (if applicable): ______________________
10. Monitoring & Review
Summarise how your board monitors performance and undertakes self-review. Include your annual review schedule below.
	Review Area
	Frequency
	Responsible Person

	Student Achievement
	[Insert frequency]
	[Insert name]

	Financial Performance
	[Insert frequency]
	[Insert name]

	Risk Register
	[Insert frequency]
	[Insert name]

	Special Character
	[Insert frequency]
	[Insert name]

	Principal Appraisal
	[Insert frequency]
	[Insert name]

	Policy Review
	[Insert frequency]
	[Insert name]


11. Professional Development & Induction
Outline your approach to ongoing trustee development and induction. Include a PD plan and induction checklist.
PD budget allocation: ______________________
NZSBA / APIS training attended: ______________________
Induction mentor assigned to new board members: ______________________


12. Code of Conduct
The Board is committed to ethical conduct in all areas of its responsibilities and authority. This Code of Conduct as set down by legislation outlines the standards expected of all board members.
Trustees will:
• Support and uphold the Special Character of the school.
• Prioritise the educational success and wellbeing of all students.
• Act with integrity, honesty, and fairness.
• Maintain confidentiality of non-public information.
• Respect the roles and responsibilities of the Principal and staff.
• Attend meetings prepared and participate actively in discussions.
• Avoid conflicts of interest and declare them promptly.
• Speak with one voice once decisions are made.
• Comply with all legislation, policies, and board expectations.
Acknowledgement:
I have read and agree to abide by the MOE Code of Conduct.

Board member Name: ______________________   Signature: ______________________   Date: ___________
13. Decision-Making Process
The Board makes decisions collectively and in accordance with its legal responsibilities and meeting procedures. Decisions must be consistent with the school’s strategic plan, Special Character, and policy framework.
Decision-making steps:
1. Items requiring decisions are included in the meeting agenda and supported by written recommendations.
2. The Board aims to reach decisions by consensus where possible based on special character guidelines.
3. Where consensus is not possible, decisions are made by majority vote, with each board member having one vote.
4. A quorum (more than half of the current board members) must be present for any decision to be valid.
5. The Presiding Member has a deliberative and casting vote in the case of a tie.
6. All resolutions are recorded in the minutes, including any abstentions or dissenting votes.
7. Once a decision is made, the Board speaks with one voice and supports the collective decision.
14. Complaints Process
The Board values open communication and constructive problem solving. Complaints should be addressed at the lowest possible level, consistent with fairness and natural justice.  
Process for Handling Complaints
The Board follows a structured process for managing complaints, ensuring fairness, confidentiality, and a focus on resolution throughout all stages.
Step 1 – Informal Resolution
Initially, any concerns should be discussed directly with the staff member or individual involved. The aim is to resolve issues at the earliest stage through open communication.
Step 2 – Principal Involvement
If the concern remains unresolved after informal discussion, it should be referred to the Principal. The Principal will address the matter according to the school's internal procedures, seeking an appropriate resolution.
Step 3 – Board Involvement
The Board will only become involved in a complaint if it specifically relates to the Principal, concerns the governance process, or when all internal procedures have been exhausted.
Step 4 – Written Complaint
Complaints directed to the Board must be submitted in writing and addressed to the Presiding Member. This ensures a formal record and initiates the Board’s review process.
Step 5 – Board Consideration
The Presiding Member will review the written complaint to determine whether it constitutes a governance issue, which is handled by the Board, or a management issue, which is handled by the Principal. Confidentiality is maintained throughout this process.
Step 6 – Resolution and Communication
Once the Board has discussed the matter ‘in-committee’, it makes a decision regarding the complaint. The outcome is then communicated in writing to the complainant, ensuring closure and transparency in the resolution process.
All complaints must be managed respectfully, with procedural fairness, confidentiality, and a focus on resolution.
15. Breach of Code of Conduct and Sanctions
Where a board member breaches the Board’s Code of Conduct or other governance obligations, the Board may take action to address the behaviour while ensuring procedural fairness.
Examples of breaches may include:
• Breaching confidentiality.
• Failing to declare or manage a conflict of interest.
• Acting independently without Board authorisation.
• Disrespectful or disruptive behaviour.
• Repeated non-attendance at meetings.
• Undermining collective decisions.
Possible sanctions:
1. Formal warning from the Presiding Member.
2. Censure by the Board (recorded in minutes).
3. Removal from committees or representative roles.
4. Mediation between board members.
5. Recommendation to the Ministry of Education for removal (if serious misconduct).
All actions will follow principles of natural justice, ensuring the trustee has an opportunity to respond before any decision is made.


Appendices
Appendix A – Annual Governance Workplan
[Insert your school’s annual workplan here or adapt the APIS example.]
Appendix B – Board–Proprietor MoU Template
[Insert or attach your current MoU, or use the APIS MoU topics template.]
Appendix C – Example Meeting Agenda
1. Karakia / Prayer
2. Apologies / Interests
3. Minutes / Matters Arising
4. Reports – Principal / Finance / Property / Proprietor
5. Strategic Discussion
6. Policy Review
7. In-Committee
8. Evaluation / Karakia
Appendix D – Key Contacts & Resources
NZSBA: www.nzsba.org.nz
APIS: www.apis.org.nz 
Ministry of Education: www.education.govt.nz
NZCEO: www.nzceo.org.nz 
ERO: www.ero.govt.nz
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