20
O 3
Z ©
m g
D u
=
» 5
H S
o' =
Q o
N &)
-
A A
- 1=
< =
(= I
@




Handbook
Contents

Enjoy reading through our 2025 Handbook! This PITIE e —
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will be your guide to boarding at Tolcarne. . -
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For more insight into
what happens in daily
life, check out our
Facebook and
instagram pages!
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Directors of Boarding
Message - Karere

There is a wonderful Maori whakatauki that is ‘alive’
at Tolcarne.

At Tolcarne that means - the students, the parents
and the staff.

Tolcarne will care deeply for your daughter while
she is at Tolcarne. We believe Tolcarne is a ‘home
away from home' for all of our boarders; providing
support, guidance, fun, safe guidelines and
wonderful opportunities within a very caring
environment.

Boarding at Tolcarne is based on the family values of
belonging, empathy, inclusion, integrity and fun.
Creating a 'sense of belonging’ comes from deeply
caring for and nurturing our boarders. Students who
are deeply cared for, feel they belong.

Our boarding staff work towards developing
a relationship based on trust with each
akonga, this enables all of us to live
together respectfully and considerately. We
are committed to ensuring the well-being of
each student and the smooth running of the
boarding hostel. We aim to partner with
families and students to ensure a
successful boarding experience for all.
Parents are an important part of life at
Tolcarne so it's always positive to receive
your calls and have you visit; we value your
support and constructive feedback.

This handbook contains information for you
and your daughter, as it is the basis for the
Tolcarne operations.

Nga mihi nui,
Robyn & Ziggy




Tolcarne's Vision - Te Tolcarne Core Values -
Moemoea o Tolcarne Te Tikanga o Tolcarne

Tolcarne is an inclusive and safe living environment
where the akonga is at the centre.

Tolcarne is to provide students with the opportunity
to grow to become confident, resilient, happy, young
tamariki who are able to authentically connect with
others and reach their full potential in a changing
world.

Tolcarne will deeply care and support the students to instil tapatahi and ngakau aroha into their
lives by collectively role modelling whakatau and whanaungatanga.

For Tolcarne facilities to meet both parents and students expectations and be economically
independent and viable.

- Name all of your belongings in more than one
place to keep track of them, including sheets,
towels and shoes. Use a sew on name tag and
another form of identification e.g nail polish mark
or cross stitch.

- A few personal or special things from home like
photos, a teddy or blanket, will help when you are
missing home.

- Don't be scared to ask questions, even if you
think it is silly, someone else might be wondering
the same thing.

- Your Year 13 Buddies and Year 12 Boarding
Leaders are there to help and support you.
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Robyn McGarry- Co Director of Boarding

Hi, I'm Robyn McGarry, the Co-Director of Boarding at Tolcarne,
where I've had the pleasure of working for the past 12 years. I'm
passionate about supporting the girls and helping them grow during
their time here.

I'm married to Michael, and we have three wonderful grown-up
sons. We're also delighted to be grandparents, which has brought
so much joy into our lives. In my spare time, | enjoy sewing and
spending time in the garden, particularly growing tomatoes and
basil in my tunnel houses—it's my little escape!

Zigani Hill - Co Director of Boarding

I am in my ninth year at Tolcarne, where | began as the Dean of
Senior Boarders and now serve as Co-Director alongside Robyn. My
journey here is enriched by my experience as a parent of three
young adults: Griffin, a builder and 4X4 enthusiast; Aurora, who is in
her final year of studying Fine Arts at Otago Polytechnic; and Felix,
who is about to start a Fashion and Design degree at Otago
Polytechnic.

Before joining the Tolcarne team, | worked in Midwifery in the UK
and completed a Bachelor's in Counselling. When | find some free
time, | enjoy spending it with my children and am currently
renovating a 1960s home, which satisfies my passion for DIY
projects.

Being part of the Tolcarne team is both a pleasure and a privilege. |
cherish the opportunity to support young people on their journey to
adulthood. Each day is unique and rewarding. With the support of
our dedicated staff, students, and whanau, | am committed to
fostering an inclusive and nurturing environment. | aim to continue
building a courageous culture that encourages everyone to live
each day with their whole hearts.



Natalie Wardell - Senior House Manager

Kia ora! My name is Natalie (Nat), and | am excited to be entering my 12th year
with Tolcarne. Working here has been a rewarding experience, allowing me to
connect with new students each year and build meaningful relationships as
they journey through their five years with us.

A bit about me: | recently completed my Master of Fine Arts in 2024. | have a
deep passion for learning and enjoy exploring philosophy, music, and film.
Outside of work, | love spending time with my six-year-old Black German
Shepherd, Dusky Rain, especially on our morning walks.

I'm looking forward to an exciting 2025 with the Tolcarne team and all that lies
ahead for our community.

Bridget Dougherty- House Supervisor

Hi everyone, my name is Bridget! | joined the tolcarne team in 2019
and love the lively, positive enviroment here. | work at tolcarne
fulltime, and also do the administration for our construction
company. | love the diverse nature of the two roles together.

i am originally from the Maniototo district, growing up on a farm and
attending boarding school myself - so | have a fair idea of
everything that goes on!! | studied at Lincoln Universtiy, then
worked in investmenet banking in both London and Dublin for 4
years. Following meeting my husband in Ireland, we moved home to
have our 3 sons and then moved over to Perth, Western Australia.
We now live just out of town, in Taieri on a rural property.

Celia Wyatt- House Supervisor &
Communications Coordinator

Hello, I'm Celia! This is my first year working at the amazing Tolcarne. For
the past five years, | have worked in hospitality management. | am
extremely excited to be learning new skills at Tolcarne and working with
and around the girls.

I am the middle child in a family of five, with two sisters. | grew up 40
minutes outside of Dunedin, near the beach.

| studied Management and Marketing at the University of Otago. | am
thoroughly enjoying learning new skills in my communications role.

My favourite things to do outside of work include walking the dog on the
beach, going to the gym, and shopping. | love to travel and try new foods.
My favourite country I've traveled to is Indonesia.



Sarah Castles - Office Manager

My name is Sarah Castles, and | am the Office Manager at Tolcarne. |
recently relocated from Arrowtown to Dunedin in 2023 and am new
to this role.

My background is with Air New Zealand, where | worked as both
Cabin Crew and Ground Staff for many years. I'm excited about this
career change and the opportunity to work regular hours, rather
than shift work.

My daughter, Lola, is boarding in Year 12, and | also have a 22-year-
old stepdaughter, Savanah, who is traveling the world. | live in St
Kilda with my two rescue dogs, Chester and Shiloh. We are
fortunate to be just two streets from the beach, which is a
significant change from Arrowtown with its lakes, rivers, and
mountains. The sea is so good for the soul!

| love the energy of Tolcarne and believe it's a special place to
work.

Tamy Jahanghir - Overnight Supervisor

Hi im Tammy! We relocted to New Zealand five years back, which
was a major change in our lives but we are very greatful for
choosing New Zealand asour home. | have a doctorate in Toxicology
and more then ten years of academic experience. | was previously
working as an assistant professor at the Pharmacy College in Saudi
Arabia.

We are a fmily of four... no, now actsully now five - myself, my
husband, our two boys and our bundle of joy Oreo (cat)! | am
thoroughly enjoying my Overnight Supervisor posistion at Tolcarne,
every day is a new day here. | love the positive energy at the hostel,
with chirpy bubbly girls all around!

Bex Finch - Weekend Activities Co-ordinator,
Van Driver, Hostel Rental Co-ordinator and
Overnight Supervisor

Kia ora everyone, My name is Bex Finch, and | have been with
Tolcarne for six years. | am passionate about living a healthy and
active lifestyle, which makes my role as the Weekend Activities
Coordinator very rewarding. | love taking the girls out on weekends
to try new and exciting activities, and it's fulfilling to see them
enthusiastic and building strong relationships with their peers.

In addition to my role as Weekend Activities Coordinator, | also
handle Hostel Rentals, drive the van, serve as the overnight house
manager, and manage internal communications. | truly appreciate
the positive, homely atmosphere at Tolcarne and am deeply
committed to our core values of empathy, belonging, kindness,
respect, and integrity.



Marcus - Head Chef

Hi I'm Marcus,

| moved back to my home town of Dunedin in 2022 having spent
over 20 years working in London kitchens. | was executive chef at
Brown's hotel in Mayfair, then went to a restaurant called ‘Roast’
perched above Borough Market (London's iconic food market). |
think my favourite position though, was at 67 Pall Mall (Private
Members Wine Club). | started there in 2015 as part of the opening
team. At the club | had the privilege of working with some of the
world's top sommeliers which was an amazing learning curve and
unique experience.

During my time in London | had 3 cookbooks published. The first
while at Roast which focuses on the best of British and the other 2
while at 67 Pall Mall focusing on the relationship between food and
wine.

In 2020, My wife Masha and | adopted our son Antony when he was
3. We decided to move back to Dunedin where all of my family
were so Antony would have a strong family network around him. In
Dunedin we can give him so many experiences we couldn't in the
UK. He has definitely picked up my love of fishing and we go as
often as we can.

Another passion of mine is my vege garden. | grow everything from
seed and in summer time we try to be as self-sufficient as we can.
I'm really enjoying my time at Tolcarne! It's a pleasure cooking for
such an appreciative group of vibrant young people! Not to
mention the great team we have here running the show!

Simon Property Manager

Hi I'm Simon Meldrum and | am the Senior Property Manager for St
Hilda's Collegiate School and Tolcarne Boarding Hostel. | am from
Dunedin and have lived here most of my life. My partner is Debbie
and we have three children.

| bring more than thirty years trade experience to my role, and my
aim is to ensure Tolcarne and St Hilda's continue their reputation
for excellence for both students and staff. | look forward to facing
any challenges alongside an amazing team.



Kaitlyn Clarey - Live in, morning house
supervisor

Hi, my name is Kaitlyn, and I'm a live-in house supervisor at
Tolcarne. I'm originally from the North Island, where my parents and
sisters still live. I'm currently in my final year of studying a Bachelor
of Science with a major in Neuroscience. When I'm not working or
studying, you'll find me at the gym training, umpiring at the hockey
turf, enjoying walks on the beach, or grabbing coffee with friends.

| really enjoy working at Tolcarne and making connections with the
girls, and I'm excited about what the rest of the year has in store!

Lauren Dewhirst - Weekend House Supervisor

Hi everyone, I'm Lauren, a Dunedin local and proud St Hilda's
alumna, where | was joined by my three sisters. I'm currently
studying for a Bachelor of Nursing at Otago Polytechnic, and | also
have a Bachelor of Arts in Education from the University of Otago.
In my free time, | love playing wheelchair rugby, spending time with
my dog, Luna, exploring Dunedin’'s beaches and cafes, and
volunteering with Hato Hone St John.

At Tolcarne, | work as a Saturday house supervisor and enjoy
supporting the girls as they make the most of their weekends!

Respect, Integrity, Empathy and Belonging

We began Tribes at Tolcarne to help develop a sense of belonging, connections and support among our
students. Each student is assigned to a Tribe when they first arrive at Tolcarne or join the Tribe of a
sibling. They belong to this tribe for the time they are with us.

We share dinners twice a term with healthy competitions between tribes. The scores are regularly
updated on the dining room wall. Tolcarne Tribe members can also earn Tribe points throughout the
terms by demonstrating the Tolcarne Tribe values of Respect, Integrity, Empathy and Belonging. When
the values are observed by a staff member they issue points on a tribe values card, these are collated
and added to the overall tribe points for the end-of-the-year main prize.




Contact Details

Co Directors of Boarding

Duty House Managers & Students Robyn phone 021 0620047
Cell phone 027 361 6409 email. rmcgarry@shcs.school.nz
Email tolcarneoffice@shcs.school.nz

Ziggy Phone 0226056644
Email zhill@shcs.school.nz

Postal Address 12 Tolcarne Avenue,
Maori Hill, Dunedin 9010

Academic Issues

Contact the school Dean responsible for your
daughter's year group at School - 03 477 0989

Year 9 dean - Daniel Potter -
yeargdean@shcs.school.nz

Year 10 dean - Cass Pickering -
yeariodean®@shcs.school.nz

Year 11 dean - Mrs Lindsay MclLanachan -
yearlidean@shcs.school.nz

Year 12 dean - Mrs Rachel McMillan-
yearizdean@shcs.school.nz

Year 13 dean - Sandra Muller -
yeari3zdean@shcs.school.nz

Leave from School

To arrange leave from School please contact both
the School Office 03 477 0989 Ext 1 or email
absences@shcs.school.nz and inform Tolcarne
when submitting a leave request.

schoolfees@shcs.school.nz

Concerns about any aspect of Tolcarne

For any concerns please either contact the
Director of Boarding (022 605 6644) or your
Tolcarne Committee Local Representative Q
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Code of Conduct - Tikanga Akonga

Purpose: To develop and maintain a positive, respectful, and
supportive Boarding Environment.

Rationale: All students must be able to live in a caring, positive,
respectful, and supportive environment.

Elaén-?f;?on has a Students are encouraged to:

* Betreated asan o Accept individual differences

individual
+ Be treated with o Treat others with understanding
understanding and ¢ Be thoughtful of others
kindness e Approach situations restoratively
* Be treated with ¢ Use polite language
respect, courtesy and o Treat others politely and with respect for

their dignity

e Respect the authority of staff

o Accept different points of view and ways
of doing things

o Demonstrate empathy

e Respect personal differences in others'
ability and race

e Listen respectfully to others

e Have regard and thought for others living
within a communal environment

be listened to

o Be safe and secure e Observe safety rules
e Report bullying or harassment of other

students
e Refrain from teasing others or hurting
their feelings

» Expect their property e Respect school property
e Respect others' property

to be safe « Not steal, damage or destroy the
property of others
¢ Hand in lost property
e Report theft
e Learn e Be punctual to prep and prepared to
complete work
o Allow others to learn by being quiet in
prep rooms and dorms
o Listen attentively when spoken to
o Co-operate with staff
+ Respect ¢ Tolcarne Student Policies and Procedures

e Tolcarne Staff

e Tolcarne rules and behaviour
expectations

o Our responsibilities under the Tiriti o
Waitangi

e The use and normalisation of Te reo &
Tikanga Maori

Behaviour Management and Restorative
Practice - Mahi Whakautu

Staff will be acting ‘In loco parentis’ of your daughter. We expect your
child to accept and obey all the lawful and reasonable instructions

given by our staff. Our understanding is that in signing the Tolcarne
admission forms you agree to the behaviour management policies and
procedures. 11



Students are expected to abide by the following:

Tolcarne Code of Conduct

Rules as specified in Tolcarne Residence Handbook.

Specific year group guidelines.

Any lawful instructions given by hostel staff.

Student Policies and procedures

Acceptance of random property searches and the use of professional surveillance agencies for
contraband substance.

Acceptance that the Director of Boarding can facilitate a drug and/or alcohol test for your
daughter if she is under the care of the hostel and suspected to be under the influence. The
Director of Boarding will contact the parent/guardian within 6 hours of the occurrence.

If a boarder breaches Tolcarne expectations the following consequences may be

imposed. This list is not exhaustive and other consequences may be given at staff
discretion:

Verbal censure/counselling

Restorative Meetings to repair the harm caused
Duties

Withdrawal of privileges

Withdrawal of leave

In-house and/or suspension and stand-down

Exclusion from the Boarding Hostel in consultation with the Board of Proprietors

The essence of restorative practice

The essence of restorative practices is disarmingly simple: that human beings are happier,
more productive and more likely to make positive changes in their behaviour when those in
positions of authority do things with them, rather than to them or for them.

Increasingly parents, caregivers and community groups are seeking out support and
direction around managing the young people in their care. Building, enhancing and restoring

relationships across any workplace, community group, school or culture, is absolutely
essential for a strongly connected, empathetic, functioning society.

12



Restorative approach at the Hostel

Restorative approaches in the hostel is being used as an alternative
to more punitive disciplinary systems and procedures where often
there have been little or no links between those who have caused the
harm and those they have harmed, nor any real connections between

the punishment and the actual offence.

The restorative approach in the hostel is more effective in
establishing long term lasting changes in relationships, more
connecting of the members of the hostel community, more involving
and hearing of victims, and more enhancing of climates of care within
the hostel as a whole.

Restorative practice is:
« Harm-Focused - How have individuals been harmed? What do

they need? It identifies, repairs and prevents future harm.

« Engagement - Person/s that have harmed and been harmed,
community and hostel are involved through a voluntary, facilitated
dialogue process.

« Responsibility/Obligations - Individuals accept responsibility for
their actions

« Repair - Individuals agree to repair harm done

« Prevention - Individuals learn from their mistakes

Why is it different to a Punitive Approach?

Punitive Approach Restorative Approach

1 - What is the rule that 1 - What is the harm that

was broken? was done?

2 - Who broke that rule? 2 - How can that harm be

3 - How should they be repaired?

punished? 3 - Who is responsible for
this repair?

What happens during a restorative conference?

« Participants listen to the stories of what happened so they have a
clear understanding of the impact of their behaviour on everyone
present.

« The damage may be physical or emotional. They then decide what
needs to be done to repair the damage and minimize further harm.

« An agreement is reached which is recorded and signed by the key
people present. These people are given a copy of the agreement.

« Follow-up occurs at the agreed time.




To the Parents - Ki nga Matua:

We value parental support for all our guidelines. We ask you to make sure that your
family guidelines are not too different from ours. At Tolcarne we operate a high trust
model based on communication that is underpinned by behavioural expectations and
guidelines. It is expected of each boarder that she takes responsibility for herself in
conforming to the guidelines and expectations at Tolcarne.

To the Students - Ki nga Akonga:

For your safety and staff assurance please ensure you communicate with the staff so
they know where you are when you leave the hostel. There are particular rules that
apply specifically to your year level. These are fully explained below to ensure there is
no room for misunderstanding. Times for special occasions and functions can be
negotiated with the Duty House Manager. The behavioural expectations, which apply to
everyone at Tolcarne, still apply to you as well as the Year Level Guidelines.

IMPORTANT - signing_in and out
Student safety is paramount and we need to know where each student is or should be
at ALL times. This is NON NEGOTIABLE.

All students must sign out at the House Managers' office whenever they leave Tolcarne.
All students must sign in at the House Managers' office when they return to Tolcarne.

When students return later than the time indicated on their leave the expectation is that
the House Manager is contacted by text or phone call.

We take an especially serious view of:

(@) Students leaving Tolcarne without our knowledge or permission.

(b) Students signing out for one purpose (e.g. seeing a film) and doing something quite
different.

For your safety and staff assurance, please ensure the staff are notified where you are
when you leave the hostel. There are particular rules that apply specifically to your year
level. These are fully explained below to ensure there is no room for misunderstanding.
Times for special occasions and functions can be negotiated with the Duty House
Manager. The behavioural expectations, which apply to everyone at Tolcarne, still apply
to you as well as those below. 14
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ORAH Information - Parongo

Any leave that requires parent approval must be requested via Orah.

Note: any overnight leave during the weekend MUST be submitted by the prior Thursday night
for Year 9-11.

Any overnight leave during the weekend MUST be submitted the day before for Year 12
students.

This is hon-negotiable.

Leave Types that DO require Parental Permission:

Overnight Leave - this is leave for 1 night away from the hostel during the weekend or week. It
is also used for more than 1 night away from the hostel mid-week.

Weekend Leave - students may go on weekend leave any weekend. Spending the weekend at
home or the home of friends and extended family. Any Weekend Leave that is with a host (not
your parents) requires the host to ring Tolcarne for all students Year g9-12.

Weekend Leave (missing school at any stage) - If your daughter is needing to depart early
during school time or arrive after Monday school has started - Please use this Weekend Leave
type. We encourage students and families where ever possible to not miss valuable school time
due to leaving early for the weekend. When this leave type is used and the leave is approved,
the school office will be notified via Orah.

Any Overnight or Weekend Leave to a host (someone other than parents) requires the host to
contact Tolcarne for all students Year 9-12. Tolcarne management will ring the host if more than
3 boarders are going to the same place for Overnight and/or Weekend Leave for Year 13
students.

Host Leave (not overnight) - This is leave with an adult or family that is NOT on your daughter's
Visitors List. This leave is when your daughter is out with the host for any occasion, eg:
Afternoon Leave, Day Leave, Evening Leave and/or Dinner Leave. Only Year 13 students can
initiate their own Host Leave. Hosts must contact the hostel for Year 9-12 students to confirm
the leave details.

Late Leave - Is leave taken on a Friday and/or Saturday night. Students who are Year 10-12 are
required to have their late leave approved by a parent. The students must submit their Late
Leave request into Orah by 6pm on the night of the leave. Parents must approve this leave
before departure from Tolcarne. At times, the duty manager will approve leave if
parents/guardians are unable to be contacted. 13 late leave doesn't require the parent's
approval but does require the duty manager's approval.

Home Leave -This is leave for when a student goes home.

Beach leave - Junior Beach leave requires Adult Supervision (refer to Beach Rules at Tolcarne).
Seniors can go to St Clair or St Kilda Beach to swim or surf between the flags when the Beach
Patrol is operating with parent permission via Orah.

Sick Leave -This is leave when your daughter goes home because she is unwell.

Holiday Leave - This is when the students leave Tolcarne on the last day of each term or a
closed weekend and return on the day prior to new term starting or closed weekend opening.
Except at the beginning and end of the School year, boarders must return at the beginning of
each term or a closed weekend by 8.30pm on the evening before School commences or by
prior arrangement with the House Manager on duty and must depart from Tolcarne by 5pm on
the last School day of the term or closed weekend (exception: is the last day of Term 4 - the
hostel closes at 3pm prior to Prize Giving)

Please note: that the hostel reopens after a holiday break at 3pm on the day of opening.

Orah Password Reset for parents:
https://success.orah.com/en/articles/5360120-resetting-your-password 16



Student Initiated Leave that DOES NOT require Parent permission but does require Hostel
staff approval:
« Visitors List Outing
» Quick Leave from school
« Quick Leave (from the hostel - walks, runs, town, diary)
» School Event Leave
« Appointment during the school day. Students must request leave via Orah when they have an
appointment during school hours. They must state who the appointment is with and where
they are going. Students must attempt to book all appointments outside of school hours
where possible.The hostel will approve the leave and the school office will be notified via
Orah.
Tolcarne Management may approve leave provided there are no commitments to be honoured
by the boarder either at School or within Tolcarne. This includes a loss of any leave, particularly
late leave.

Management may withdraw leave privileges under the following circumstances:

» A student who has loss of privileges as part of the behavioral management plan.

« Concern in regards to the suitability or safety of her intentions - where possible this would
be discussed with parents.

» Dishonesty regarding the information on the leave form.

« If not submitted on time.

Visitors List Leave:

« Parents are asked to supply a Visitors List (including address and contact details) of the
people their daughters may visit. These people on your daughter's Visitors List act ‘as
parents’ and have the right to take your daughter out during the day and evening time (never
overnight), without parents approving each individual leave.

» PLEASE consider very carefully who you place on this Visitors List. Make sure they are
people your trust explicitly. Parents may add new names to their daughter’s list if they wish
and need to do so via email to the Director of Boarding.

» The Person on the Visitors List must ring the Duty House Manager and organise the visit (this
includes older siblings).

» The boarder must be collected from Tolcarne and returned by 8.30pm.

» Tolcarne Management will give permission for outings with people on the Visiting List
provided previous commitments are first honoured (e.g. prep, sport).

» This is not to be regularly encouraged during the week.




Host Leave: (this is not to be used for Overnight Leave)
Outings with people/families who are not on your daughter's Visitors List — only Year 12 and 13
can submit host leave themselves. Year 9-11 host leave must be submitted by a parent/guardian.
» For your daughter to be hosted by a person/family who is not on your daughters visiting list a
parent/guardian must endorse the HOST LEAVE. It may be for an afternoon, day leave during
the weekend, dinner or an evening leave.
« Tolcarne Management may approve the leave provided there are no commitments to be
honoured by the boarder either at School or within Tolcarne.
» This leave can be used when other boarding parents want to take your daughter out or a
phone call can be made to give permission.

PLEASE NOTE:

On all leave from Tolcarne the hostel is released of its responsibility for your daughter. Thus,
both the parents of boarders and the host parents have a legal obligation to ensure and provide
responsible supervision. When parents submit any leave request, you understand and agree that
Tolcarne relinquishes the responsibility of students during their granted leave. You are also
confirming that you have contacted the host and are satisfied with all of the leave and
supervision arrangements.

As extra security, Tolcarne expects hosts to contact the duty manager to confirm leave
arrangements - for Year 9-12. If more than 3 Year 13 students are going to the same host - the
duty manager expects the host will ring Tolcarne. Tolcarne reserves the right to make
recommendations on the suitability of any host with student wellbeing and safety as the focus.

Transport at Tolcarne - Ma hea koe haere ai

Tolcarne Van - Te Waka Tolcarne: Our students can book the Tolcarne van for co-curricular
activities each weekday. Bookings open at 6 PM on Sunday, and students can add their names to
the list throughout the week on a first-come, first-served basis.

Our senior staff and van drivers manage the bookings and strive to fulfill most requests.
Occasionally, students may need to make alternative arrangements, such as walking or taking a
taxi.

Blue Bubble Taxis (Dunedin Taxis) - Tekehi: All students MUST have a taxi charge card to use
the Dunedin Taxi service. This taxi company is our preferred supplier. When students use order a
taxi they can all swipe their taxi cards and the charge is split accordingly. This makes sure taxi
charges are fairly distributed.

All families need to complete the TaxiCharge application form. Once this application has been
approved families have an agreement with the taxi company and Tolcarne is not responsible for
any Taxi use concerns. However if you have a concern about any taxi charges or taxi use -
please do not hesitate to contact Tolcarne if we can help, as we have a good working
relationship with Dunedin Taxis as they value our business.

Please go to this link to complete the taxicharge card application form and click next and choose

‘Personal account’ under account type
https.//taxicharge.aplyid.com/forms/apply

18



6.45am - 7am - The wake up bell is rung, followed by Year g - 11
being woken by morning staff.

7am - Breakfast is available in the Dining Room until 7.55am.

Take morning tea, along with making a packed lunch
(sandwich/bun/wrap, sushi, poke bowl options and soup in the
winter).

8am - Breakfast duties are completed by Year g and 10 students.

8.20am - Students head off to school, walking via our private bush
track.

8.40am - School timetable begins.
3.25pm (3.00pm on a Friday) - End of school and walk home.

3.30pm - Afternoon tea in the Dining Room.

3.30pm - 5.45pm - After school activities, co-curricular activities,
walks to the dairy - free time until dinner!

5.45pm - Junior dinner 6pm - Senior dinner (full hostel Tribe dinners
on Monday evenings). Rolling dinner (attend at anytime) from 5.15 pm
on Friday, Saturday and Sunday.

6.45pm - 7.45pm - Year 9 prep

6.45pm - 8.00pm - Year 10 & 11 prep for homework/study. Koru
(Wellbeing Program) is also held during this time, once a week for the
Year 9's and fortnightly for Year 10 students.

7.45pm - Year g supper in the Dining Room
8.00pm - Year 10 supper in the Dining Room and seniors in their
Common Room spaces.

9.00pm - Quiet time for Year 9
9.15pm - Lights out for Year 9

9.15pm - Quiet time for Year 10
9.30pm - Lights out for Year 10

9.30pm - Quiet time for Year 11
9.45pm - Lights out for Year 11

10.00pm - Check in on the Year 12 & 13 students




How Tolcarne communicates
with our akonga

Tolcarne staff communicate using several means:

» Dining Room TV notices

e Notices at Tribe dinners and junior dinners

» Staff use the ‘Chat’ app as a way to message students about
daily hostel goings-on

* All boarders or year-level groups can be emailed

« Our Deans hold regular level meetings throughout the
terms

Koru Wellbeing Program -
Hotaka Hauora

Tolcarne has created and facilitates a wellbeing program -
Koru, for our Year 9 and 10 students. Each term, Koru has a
different theme and is a collaborative program which is
designed to facilitate the growth and development of our Junior
students own wellbeing. Student wellbeing and the
development of self-management strategies are strongly linked
to better student learning. The program has been developed
from Linda Graham's six C's: Connection, Clarity, Calm,
Compassion, Competence and Courage.

Year 9 Themes

Term 1: Getting to know myself
Term 2: Emotional vocabulary
Term 3: Courage and fear
Term 4: Reflection

Year 10 Themes:

Term 1: Compassion for others and self

Term 2: Failure/perfectionism, feminism/sexism, social media
Term 3 and 4: Connecting to something bigger than yourself

Prep and Flexi-prep

Prep runs for Year 9-12 students from Monday-Thursday every
week.

Year 9: 6.45 - 7.30, quiet time: 7.30 - 8pm

Year 10: 6.45 - 7.30, quiet time: 7.30 - 8pm

Year 11 and 12: 6.45 - 8pm

On approximately 4-6 Thursdays during the Term 2-4, Tolcarne
offers all students (mostly juniors participate) the opportunity

to learn a new activity if they do not have any prep. Students

can pick an activity to do for a 3 week block. Activities in the
past have included, lavender bags, beeswax hand cream and

lip gloss making, beanie making, music, acroyoga, drawing,
cooking, baking and crafts. This is an initiative which Tolcarne
started in 2019 and has been met with much enthusiasm. 20



Worship

Chaplain, Dr Gillian Townsley

Dr Townsley holds sessions in the form of Night Prayers and Night Chats. Night Prayers are held 3
times a term on different nights, with junior students expected to attend 1 per term and a total of 3 a
year. Night Prayers are optional for senior students but they are welcome to attend whenever they
wish. Night Chats are offered once a term in the evenings, during the week, and are optional.
Students can also attend church on a Sunday if they choose.

As part of the Special Character of Tolcarne:
» Night prayers are held at Tolcarne.
e Junior students are expected to attend 1 per term.
» Students may attend Church on any Sunday if they wish to.

Tutoring at Tolcarne

Many of our families choose to arrange tutors to
support their daughters' educational journeys.
There are numerous options available, including
online resources, family friends, and
established off-site tutorial services. The school
also offers peer support. While we do not
organize one-on-one tutoring at Tolcarne, we
currently have a variety of tutors coming in,
including Hazlet Tutoring, and we are happy to
support whichever option your family chooses.
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Student Leadership
Opportunities at Tolcarne

Head boarders:

Two year 13 students are selected for the Head Boarder
role. Students apply for this role at the beginning of Term
4 for the following year. The purpose of the Head Boarder
role is to help create and support an inclusive, safe,
positive environment that assists all boarders to enjoy
their boarding experience, and grow as young women.

Year 12 Boarding Leader Programme:

Year 11 students are asked to apply for a Boarding Leader
role (of which there are 12) during Term 4 for the
following year. Year 12 Boarding Leaders work as part of
a team supporting the Hostel in the smooth running of
the Hostel. Each Hostel Leader helps to foster an
atmosphere of warmth and understanding in the Hostel
and are expected to be a strong role model with whom
the girls can relate in a positive way.

Tribe Leaders:

Each Tribe has 2 Tribe Leaders who help motivate and
lead the Tribe, working towards creating a Tribe culture
that is inclusive. They organise the Tribe competitions
which are held on Tribe dinner nights and the end of year
Tribes Game day. Tribe dinners are where all year level
sit together as a Tribe - it is a time when the full hostel
comes together. Tribe leaders help make everyone feel
valued in the Tribe.

Year 13 Buddies:

Our year 13 rangataki have the choice to guide a new
year 9 (or twol!) through their first term as they settle into
the rhythms and routines of hostel life. This offers the
new year 9 the experience and support of a senior
student as they navigate the mixed emotions of starting
high school as a boarder.

Tolcarne Student Council:

The Tolcarne Council is made up of 2 representatives at
each year level. These students bring their cohorts
feedback, ideas and suggestions to the Tolcarne Council

- meetings, which are held twice a term. Being a
representative means you learn about leadership,

» feedback, process and change. This is where student
voice is very much valued. 22




Health Care at Tolcarne - Hauora ki a Tolcarne

Health Centre

The Office Manager manages the Health Centre every morning from 7.30am until 3.30pm. House
staff and the overnight supervisors manage the Health Centre from 3.30pm-7.30am. The Office
Manager will contact parents when their daughter is unwell. The Tolcarne staff provide ‘motherly’
care when our students present with general ailments. Any medical issues that cannot be dealt with
by the Duty staff will be referred to the student's chosen GP. All health records are kept in locked
files in the Health Centre. You can email the day time health centre manager on
tolcarneoffice@shcs.school.nz.

Doctor

All new students will register with a local Dunedin Doctor. Students are encouraged to make their
own appointments - in lunchtimes or after school unless urgent. When necessary the office
Manager will arrange doctors' appointments and a staff member will attend with juniors on their
first visit (and whenever else it is workable - dependent on the daily number of sick students).

Medication disclosure and Medication Storage Expectation (this is part of the admission signed
contract) House Managers will respect the confidentiality of your daughter.

If a student is under 16 years of age, she consents for her Doctor to share any prescribed
medications with the hostel manager and for any prescribed and over the counter medication to be

stored securely in the Health Centre. For safe living within a communal hostel environment,
medication cannot be kept in the dorms. Students also consent to advising the Hostel Manager
whenever she is using medication (prescribed and/or over the counter) and gives it to the House
Manager to store securely in the Health Centre.

If the student is 16 years of age or over she consents to the disclosure of her prescribed painkiller
and/or psychoactive medication and the storage of this medication in her lock box or securely in
the health centre. Living in a shared environment means that these prescribed medications must be
kept securely as they are potentially unsafe to other students. For hostel safety reasons medication
must be kept securely in student lock boxes if kept in dorms or the Health Centre.

The expectation is that Tolcarne will be updated about a student's medical position, and when and
how it changes. Eg: changes to regular medication, allergies and medical conditions. If a student
needs 24/7 access to vital medication, eg: asthma inhaler, EpiPen, insulin - please discuss with the
Tolcarne year Level Dean to arrange logistics.




Tolcarne Catering - Te kai a Tolcarne

Breakfast - Parakuihi or Kai o te Ata

Weekday breakfast is available from 7am - 8am. There are
a range of options, cereals, toast, smoothies, always a hot
option and full cooked breakfast on Friday mornings.
Takeaway breakfast is open from 6.40am for those who
have early morning activities, with extra options such as Up
and Go drinks. Girls must be dressed in casual clothes or
their school uniform.

Weekend breakfast is open from 8am - 10am and girls can =
2
dress more casually, even with the option of still being in

their pajamas!
Lunch - Kai o te Poupoutanga o te Ra

Weekday lunch is packed in the morning during breakfast time. Every day students can make
sandwiches, filled rolls and wraps. We also have a lunch time focus item - Mondays it is Pasta
salad or a hot meal option, Tuesdays and Fridays there is a wide selection on offer to make Poke
Bowls, on Wednesday we have sushi and rice balls ingredients available and on Thursday students
can build their own bagel or wrap. They can also take baking, fruit, scroggin, chia seed puddings,
crackers & dip, raisins and a takeaway hot item is offered daily (student can choose to eat for
breakfast or perhaps take it for lunch). Make sure to bring plenty of named containers to pack your
lunch options into!

Packed lunches for early morning sporting commitments (eg: rowing and swimming) can be made
the night before. Shared lunches at school can also be ordered through the kitchen, using the
‘shared lunch' form - 2 days prior to the event. Weekend lunch is from 12noon, with brunch on
Sunday, starting at 11am (Brunch changes weekly, either savoury or the sweet option).

Once a week each year level has a hot lunch item provided for them down at school, along with
fruit, yoghurt and muesli bars. This is not to be considered as a complete lunch, students are still
expected to take other lunch items with them on this day.

Afternoon Tea - Kai o te Ahiahi

At 3.30pm when the girls are back from school, afternoon
tea is provided in the Dining Room. There are always
plenty of snacks to fuel the girls after the walk home,
even left-over canteen treats! During the winter, the
kitchen team ensure the girls have plenty of hot options,
including soup, cheerios, toasties, cheese rolls and more.

Dinner - Kai o te Ahipo

Dinner is available from 5.30pm - 6.30pm. Juniors are
expected to arrive at 5.30pm, for notices and prayer led
by Year 12 Boarding Leaders. Seniors have a rolling dinner
from 6pm - 6.30pm and Year 13 can dine anytime from
5.30pm. Weekend dinners are rolling from all students
from 5pm - 6.30pm (Friday - Sunday).

On a Monday evening we have our weekly ‘Tribe" dinner
from 5.30pm, where all students sit in their ‘Tribe' groups.
During the rest of the week/weekend, students are able

to sit amongst their year group, or mix with other friends. 24




Year 13 Flats

The Year 13 students have the opportunity to live
in self catered flats during their final year. This is a
great opportunity for the students to prepare for
‘flatting life' and to have more independence. Each
flat is given a form weekly, to fill out and request
different foods and condiments. They are able to
make their lunch and breakfast in the mornings,

before heading off to school.

During the weekends, each student is given the
option to eat at Tolcarne or cook for themselves. If
they choose to cook, they're given New World
vouchers, based on the meals they are catering
for. This is a great chance for students to cook as
a flat and practice making different meals

together!

Supper - Kai o te P6/Te Kai Mutunga

Supper is available at 7.45pm for our Year 9 students and
8pm for our Year 10's in the Dining Room. Seniors may pick
up their supper box at 8pm from the office, taking it to their
Common Rooms. The supper boxes offer a range of snacks,
which alternate daily. There are options of vegetable sticks
and hummus, crackers and cheese, chocolate biscuits,
crumpets, along with fruit and toast.

Early/Late Dinner

Early and Late Dinner options are for offered to students
who may have sporting or co-curricular commitments and
cannot attend dinner. Early dinners are eaten in the dining
room from 5.30pm - 5.45pm. Late meals are ordered as
students sign out (orders are taken up until 6pm). Late

dinners are eaten in the Junior Common Room or the Dining
Room (if it is after Prep time). Take away meals can be
ordered through your Dean (not the kitchen) and must be
made the day prior.

Weekend Snacks

During the weekend we always have snacks available in the
dining room: toasted sandwich options, smoothies, the toast
bay with extra muffins, crumpets etc and often some
delicious baking. The girls enjoy special supper over the
weekend, featuring a variety of delicious snacks.

Tolcarne Food Committee
We have a Tolcarne Parent Food Committee. There are a

variety of parents on the committee, with a contact person
for each year level. Each of these parents eats at the hostel
throughout the term, adding value to our feedback
processes. This team of parents meet quarterly on Zoom.
Please feel free to contact them with any catering feedback.




What to bring to Tolcarne -
Haria enei mea ki a Tolcarne

School Items:

Named School uniform

Sports uniform

Jacket

Umbrella (folding - navy or black)
School shoes

Togs

Beach Towel

Shoe cleaning materials

Coat hangers including skirt hangers
Sunscreen & sunhat

Shoe cleaning materials

Wheat bag (no hot water bottles)
Toilet bag and toiletries

Towels x 2 Face Cloths x2

Overnight bag for weekends

Drink bottle

Purchase a Bee card for the Dunedin Buses

Other Iltems:

o Lockbox with a combination lock - for special items e.g.
jewellery, money, senior medication and yummy snacks.

Sporting or hobby equipment
Photographs from home

Cellphone, laptop and chargers

Hairdryer, straighteners (optional)
Portable charger for your phone (optional)
Shower basket (with holes)

Wonder soap in a plastic named container

Sewing / Repair kit - white, black & blue cotton to match

Blazer, vivid pen, white pen (spotlight)
Linen bag (Tolcarne supplies - $20.00)

Casual Clothing:
e Jeans
e Track pants
e Dress for formal occasions
e 2 Sweatshirts
e 1 Jacket
e 2 Shirts
e 2T Shirts
e 2 pair of shorts / similar
e Underwear (min x7)
e PJsx2sets
e Dressing gown

Footwear

e School shoes

e Summer scuffs or sandals
e Sports footwear

e Dress shoes

Extras:

e Lunchbox, jar with a screw lid for chia seed
pudding/salads, smaller plastic containers for
various lunch options and wax lunch wraps

e Blankets and sheets are supplied. You are
welcome however to bring your own named
sheets. You will need 2 sets if you always want
to use your own sheets.

« Name must be engraved onto all chargers -
not just vivid pen. All electrical items must
have current electrical tags

e MUST bring a few - Spare fabric name labels
for labelling clothing

Junior Student medical Kit:
Suggestions: ibuprofen (staff can only give with

Duvet and cover (KS or D to be able to tuck around single parent permission), blister pads, cold and flu

bed).

medicines, throat gargle, lozengers, arnica,
antiflame.

Remember you MUST name all items and try not to over pack as students have limited storage in
their bedrooms. If you need more items you can collect them while on weekend leave.

- Please do not bring expensive or one off items as Tolcarne is not responsible if these go missing.




School Uniforms - Kakahu Kura

Our St Hilda’s Collegiate School uniform can be sourced from NZ Uniforms (342 Moray Place,
Dunedin) https://shcs.nzuniforms.com/. Information about official uniform items can be found on our website (under
‘Student Life’ and ‘Student Homepage’ links).

https://www.shcs.school.nz/current-students/uniform-requirements

The new uniform was introduced in 2022. Year 13 students negotiate whether to wear uniform or non-uniform with Mrs
Barron. If non-uniform is decided upon, it will include dressing neatly for a work environment (with feet covered). School
photos and formal occasions still require Year 13 to wear school uniforms. All students in Years 7-12 (and 13 if required),
must wear the correct school uniform. All items must be clearly named.

General:

St Hilda’s badges or representative badges may be worn on the blazer. Hair if collar length or longer must be tied back with
plain hair-coloured elastic or blue hair ties. Hair should not be an unnatural colour or conspicuously tinted or bleached
and must be neat at all times. Ribbons, if worn, are to be light blue or school tartan. Black/brown tortoiseshell hair clips or
hair bands may be worn. Jewellery is limited to a maximum of two gold or silver stud earrings per ear (these must be small
enough to fit through a hole punch). No other jewellery of any type is to be worn, other than a watch. Conspicuous makeup
is not permitted. No nail polish is to be worn. No chewing gum at school please. Mrs Barron can be approached to approve
culturally significant jewellery.

School-Issued Sports Team Uniforms:

Each season school issues summer and winter team uniforms. These need to be named so they don’t get
lost and can be laundered. The hostel purchases 20 iron on name tags for your daughter (these should last 5
years at Tolcarne). A one-off cost of $10 will be charged to your account. Your daughter is responsible for
removing the label at the end of the season and returning the sports uniform to the Sports Department.

Second-hand Uniform Shop:

The uniform pool (based at Tolcarne Boarding Residence, 12 Tolcarne Avenue, Dunedin) currently has very
little second-hand clothing for sale due to the introduction of our new school uniform. However, we do have
a small supply of blazers and some other school and sports items. The uniform shop opens by appointment.

Please contact tolcarneoffice@shcs.school.nz for an appointment.




Homesickness

It is important to acknowledge that Homesickness is real and
your feelings are real if you feel homesick. Acknowledging that
you are homesick is the first step and an adult will always be
around to validate your

feelings. When you are feeling homesick you can try some of
the following strategies...

« Firstly, don't be too hard on yourself. Allow yourself time to
settle in and get used to living somewhere different. This
involves everything, such as hearing different noises at night,
sharing a room, and finding your way round a new school.

e Think about other times that you have been away from home
and what helped you get through those times. Try one of
these now.

« Making new friends can help take homesickness feelings and
thoughts away. Take a deep breath and go and start a
conversation with someone in your class or boarding house.
Resist the temptation to hide out in your room but instead
involve yourself in different activities going on in boarding life.

+ Do something that you enjoy, like hanging out with other
students you get on with, reading or listening to music to
distract yourself from homesick thoughts.

« Do something to feel closer to home (eg. FaceTime or look at
photos of family and friends).

*« Go and see someone who can talk with you to help you feel
better (like your big sister, House Manager, or the Counsellor).

* Think about what is going well to feel better (be optimistic).

e Look ahead in small chunks, break down the days and weeks -
SO you see when you are going home next. Having a wall
planner helps with this.

» Don't try and push away the Homesickness feelings, its
important they are noticed. Allow yourself some time to feel
homesick and then choose to get on with something else.

* Keep busy by getting involved in different activities even if
that means visiting other boarders in their rooms.

* Getting outside for some fresh air, go on a walk with another
boarder or even go and sit on the grass at the hostel. You can
always ask to take one of Mrs Rathbone's dogs for a walk!
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When you arrive you'll be given loads of information about how Tolcarne is
run; most of which will go straight over your head. To help you we've
compiled an A to Z of the most important things you should remember, so
that you can always look back at this when you get confused...

ACCOUNT NUMBER/STUDENT ID NUMBER - You will be given a student ID
number and account number (to use for printing/copying) from School.
ACTIVITY ROOM - This is a room for you to book and use to bake or do craft
activities. The activity room is supervised by staff or Senior students.
ALARM - The hostel doors are all alarmed at night for your protection.
BANNED ITEMS - In the interests of everyone's health and safety the
following are not permitted at Tolcarne: Alcohol, drugs, cigarettes, vapes,
chewing gum, electric blankets, candles and incense (there are occasions
when these may be used for official events), lava lamps, lighters and
matches, pets (eg: goldfish), extension cords, multi plugs, overseas plug

adaptors and heaters.

BELLS - These ring at 6.55am on weekdays, then again at 8.15am to tell
everyone to go to school, or that you should come to the dining room

for a meal.

BOARDER BUDDIES - All new Year 9 students at Tolcarne will have buddies
in Year 13. Your buddy looks after you for Term 1 and helps you settle into
Tolcarne.

BOARDER PARENT SEMINAR - This is an opportunity for all parents to come
together at the end of term and discuss any issues relating to their daughter
being a boarder. Different issues are dealt with each time, often with guest
speakers presenting, so attending these is of real benefit to you. The
seminars are usually held on the last morning of Term 1, 2 and 3 at Tolcarne
(11am - 12.30pm approx).

BUSH TRACK - This track leads from Tolcarne to School and takes about 10
minutes to walk. The bush track is only to be used when girls are in pairs or
groups. The track is open in daylight hours only and is locked once dark,
along with being closed over the weekends unless requested.

CARS AT TOLCARNE - Year 13 boarders only may have cars at Tolcarne -
special conditions apply (see year group rules). Under exceptional

circumstances Year 12 students via individual application may apply to have
a car at Tolcarne Term 1- 4. This is approved or declined by the Tolcarne
Committee. Generally Year 12s can have cars during Term 4, strictly for the
purpose of traveling between Tolcarne and home. All vehicles at Tolcarne
require prior permission from the Director of Boarding. Please note that cars
at Tolcarne must carry at least third party insurance.




CELLPHONES - Cellphones (please name) - are permitted at Tolcarne but not to be used during prep,
meals or after lights out. Cellphones are not permitted in the dining room. Any cellphone used
inappropriately will be confiscated. Students need to register their number with the House Managers.
Year 9's hand phones in before prep. 10 and 11 cellphones will be handed in prior to bedtime.

Boarders should take their cellphone with them when they leave the hostel so they can be contacted. It is
absolutely crucial for students to respond to calls from Tolcarne when out.

CHANGE OF CONTACT DETAILS - It is important to let us know if your family changes address or
phone/fax numbers. Please email confirmation of detail changes to school and Tolcarne.

CONSIDERATION - Living in close contact with so many people, you must be considerate about other

people's feelings and belongings. Do not take things without asking. Sharing clothing and bringing one
offs or expensive items is discouraged. Also, please do not sit on other people's beds when they are not
there.

DAMAGE - All damage must be reported. Vandalism, or breakages due to boisterous or silly behaviour
will be charged to individuals.

DEVICES - Students are able to have one phone and one laptop. Extra devices are not permitted and will
be confiscated. This behaviour will incur consequences and/or loss of privileges.

DIET - You will be provided with a range of food, it is up to you to make wise choices. If you have any
dietary requirements your parents will need to communicate with the Tolcarne Dean and the Food
Service Manager.

DOCTOR - You will have your own GP, but while at Tolcarne you will register with a Dunedin Doctor on
our specified list. Senior students are encouraged to make their own appointments - in lunchtimes or
after School unless urgent. When necessary the House Manager will arrange these. If it is an emergency,
or late at night, then you may be taken to the After Hours Doctor or A&E.

DRY-CLEANING - If you need something dry-cleaned, you can leave it in the cane basket in the House

Managers' office. Ask the House Manager to assist you in writing out a docket. It is collected and
returned Tuesdays and Thursdays. Uniforms can be left at Tolcarne at the end of Term 1,2 and 3 to be dry
cleaned.

DUTIES - All students who are at Tolcarne are expected to do some duties during the week (breakfast,
dinner and supper duties) and at the weekends (this also includes rubbish duties). This is to make sure
Tolcarne runs smoothly and is a great place for everyone to live.

EARLY MORNING TRAINING - For early morning (6.45am-7.30am) co-curricular activities at school,
students can walk down the bush track. Everyone must WALK in GROUPS with phones/torches down to
school.

EARTHQUAKES - Remember not to run outside of the building, check the notice boards in your area for
instructions in an emergency. Drop, cover and hold.

ELECTRICAL ITEMS - All items that come back to the hostel must be electrically tagged. This includes all
phone and laptop chargers, hair dryers, straighteners etc. Your local electrical shop will be able to tag for

you or tell you a local business who can tag electrical items.

All electrical items must be PAT tested prior to coming to Tolcarne and must come with a current
electrical testing tag.

EMAIL - All students have their own SHCS email address. Using their first name and second name
followed by @shcs.school.nz. All Staff have their own SHCS email address. First initial and surname
followed by @shcs.school.nz.

EMERGENCY PROCEDURES- If a fire is discovered then the fire alarm will sound continuously and we all
have to evacuate the building and assemble in year level groups on the tennis courts. This has to be done

quickly and quietly, so no stopping for your favourite teddy! Each term we will practice the emergency
procedure. This is to make sure that everyone is safe.
EXERCISE ROOM - This is a fitness room with training equipment and a yoga/weights mirror room in the

basement. To be used after 7am and before gpm (Only seniors after 8pm).

FAMILIES OUT OF NZ FOR HOLIDAY - Parents need to please email the Director of Boarding when they
are going to be out of the country or not able to be contacted, supplying details of a NZ guardian.
FAMILIES WITH A PROPERTY IN DUNEDIN - must notify the DOB with the address of the property. The
expectation is that students are not there without supervision. An exception can be arranged for y13

students with honest communication and parent approval.

HAIR STRAIGHTENERS/HAIR DRIERS - Students are allowed to bring these, but if we see them lying
around and/or plugged in when they are not in use they will be confiscated. These can be very
dangerous if left switched on.
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HEALTH CENTRE - You go to the Health Centre for basic medical needs, just ask the House Manager
on duty. If you are feeling unwell in the morning you must report to the Health Centre, which opens at
7.30am. All Junior medicines must be stored in the Health Centre.

INJURIES/ACCIDENTS - It is important to report any injuries, accidents, incidents or near misses. You
will be required to complete a report form, which can be found in the office.

INSURANCE - Please note that Tolcarne does not carry insurance for boarders' personal property.
INTERCOM - This reaches around Tolcarne so that staff can communicate with and locate boarders.
LAPTOPS - All our computers are linked to the School system. This means the students can complete
their assignments and print at Tolcarne. Years 9, 10 & 11 are to bring only one learning device each.
The laptops are locked away at night-time in the charging bay. See year level guidelines for further
information. When students are sick, no laptops or phones are to be used until after lunch. Any Laptop
(irrespective of ownership) used inappropriately will be confiscated while at the hostel. Please refer to
our Cyber Safety Agreement.

LATE LEAVE - This is a privilege for Years 10 - 13. Year 10 - 12 must apply for Late Leave before 6pm
on the night. Final approval is at the discretion of your parents and the House Manager on duty.

LATE TEAS - These are ordered when you sign out. Your late tea will be kept in the fridge in the dining
room. You can use the microwaves to heat up your tea. Late diners can be eaten in the year 9/10
common room during Junior prep.

LAUNDRY - This is located in the basement. On weekday mornings you take your laundry down and
put it in the appropriate bin, usually getting your clothes back the same or following day (unless they
are unnamed).

LAUNDRY BAGS - When you arrive at Tolcarne you will be given a laundry bag for your small
items/underwear to ensure that they are not lost in the wash. Please close the laundry bags the right
way so they can be opened easily.

LAUNDRY PIGEONHOLES - Everyone in the hostel has one of these and this is where your laundry is
put when it is clean.

LINEN - Tolcarne charges a one off $130 linen fee upon entry to Tolcarne. This covers the washing of
bed linen, and supply of sheets, pillow, pillowcases, and blankets. Your own sheets are permissible but
must be well-labelled and only put down to wash on sheet change days.

LOCKBOXES - Every student MUST have a Lockbox with a combination lock at Tolcarne.. This is where
you put your valuables: money/phone cards/bank cards as as a senior you must keep your medication
in your lockbox. Tolcarne takes no responsibility for valuables that are not stored in a lockbox.

LOCK DOWN - This is a process where you are kept in the building in an emergency situation. There
will be a message over the intercom and a continuous short bell. We will have one Lock Down Drill per

year to show you what to do.

LOST PROPERTY - If you misplace any clothing or property please fill out the lost property form in the
office. You will need to check your draws, dorm, ask your friends and year group. The lost property
notices are read out at dinner, along with a reminder to check the lost property bin at the end of each

term.

LUNCHES - You make your lunch four out of five School days per week. One day a week Tolcarne
provides year levels with a boarder lunch which is mostly hot. This lunch is not your whole lunch,
remember to pack other lunch food from Tolcarne in the morning at breakfast time. Students must
respect the queue system for the boarder lunch.

MAIL - This comes in the late morning and the House Managers puts it in the pigeonholes where you
can collect it when you get back from School. There is a post-box outside Olveston on the way to
School, if students are posting letters.

MAINTENANCE BOOK - If you find anything broken in your room, then you write a little note to Steve,
the Maintenance Manager. If you ask nicely, he'll come and fix it for you. The book is kept in the House

Managers' office.

MUSIC SUITE - This is found in the basement where music lessons and practices can take place.
OVER NIGHT GUEST - Students are allowed to invite an overnight guest to stay for 1 night only during
the weekend (Friday or Saturday - not both). The Overnight guest form must be completed and
discussed with the Hostel Manager by the Thursday prior. Only 1 guest per night in the hostel.
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OVERNIGHT SUPERVISOR - There is a House Manager on duty overnight who you must go to if you or
someone is unwell or has a problem. This staff member is in the Office area all night.

PARCELS - These are kept in the House Managers' office or displayed in the foyer and if you've got
one, your name will be on the whiteboard just inside the main doors.

PHOTOCOPYING - There is a photocopier in the House Managers' office where you can photocopy.
You insert your ID number and you will be charged per page on your School account.

POCKET MONEY - No money, phone or Bank cards are to be kept loose in dormitories, they must be
kept in the student’s personal lock box. A cash/eftpos card is also very useful. Tolcarne is not
responsible for any losses especially if cash and cards are not kept in lock boxes.

ROOM INSPECTION - The House Managers will do inspections of the rooms on weekday mornings.
The expectation is that you keep all your personal belongings neat and tidy.

SECURITY CAMERAS - We have security cameras dotted around the Tolcarne grounds and inside the
hostel in the Year 9, 10, 11 and 12 corridors. These are for your safety.

SHEET AND PILLOWCASE CHANGE - On alternate Tuesdays the juniors/seniors have sheet change.
You will take your sheets and pillowcase to the basement and get clean sheets. If you have your own
sheets they must be named before washing.

SHOP - There is a shop in the House Managers' Office, which sells basic supplies, tissues, toiletries,
earplugs, sanitary products, badges, toothpaste etc. All you need to do is ask one of the House
Managers for the item; record it in the Tolcarne Shop book, and the cost will be put onto your
account.

SIGNING IN AND OUT - Whenever you go out, even if it is just to the shops in Maori Hill, or for a walk,
you must input your time of departure and time of return, and where you are going so that we know
who is in the building at any time and where you are. This is done using Orah via the iPad in the House
Managers Office.

STAFF FLATS - There is a staff flat at the end of C Corridor and a staff flat at the end of the Year 13
apartment extension.

STAYING AT TOLCARNE ON A SCHOOL DAY - If you are feeling unwell in the morning you must report
to Health Centre after 7.30am. The Duty House Manager will assess whether you should stay at
Tolcarne for the day. If this happens your parents will be sent an email or a phone call. Only Year 13's
can text the Tolcarne phone if they are feeling unwell.

SWIMMING POOL - This can be used during your spare time and is very popular on hot days after
School and before tea. The pool rules are on the gate. A staff member or a Year 12 or 13 student with
lifesaving qualifications must be available to supervise Year 9-11. No supervisor = no swim.

TABLE MANNERS - These, and the dining room dress code (always wearing shoes and no PJs in the
dining room during the week), must be followed at all times.

TAXI - You can take a taxi at any time but you need to remember to take your taxi card. Try to share
taxis where possible.

TECHNOLOGY AT TOLCARNE - Filters are used to block sites during the school day and prep time at
Tolcarne (6.45pm-8pm). Our filters will close sites such as: Facebook, TikTok, Snapchat, instagram,
Netflix, Sky and TV on Demand.

Internet Access - 11.30pm - turns off. 6.30am - turns on.

TOWN DAYS - These can be taken straight after School on weekdays and weekends when you may go
into town for some shopping etc, but you must be back for dinner. The number of town days you take
is depending on your year group.

UN-NAMED CLOTHING - All unnamed clothing is confiscated and displayed once or twice a term for
identification, naming and collecting.

WELLNESS SPACE AND LIBRARY - By the lounge we have a sanctuary space for some alone time and
a small wellness library where students can sign books in and out at their leisure. It is also a nice
quiet space when you need time out.
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WASHING - All items of clothing must be NAMED - this is crucial. Use a Name tag (sew on are best)
and also another form of identity somewhere on the garment (eg: a nail polish spot on a seam).
Laundry staff wash clothes and linen. Students’ blouses are folded neatly, but not ironed. All care will
be taken in washing your daughter's clothes but Tolcarne is unable to accept responsibility for any
damage e.g. dye leakage etc.

Year 13 students have access to their own machine and dryer, which they are encouraged to use. Year
12 students can use the Year 13 washing machine and dryer in the weekends only.

All small items (underwear, socks and bras) must be in a Tolcarne approved washing bag, which each
student purchases when she arrives at Tolcarne (this will be named). School cardigan, blazers and
pinafore are unable to be washed, however we offer a pick up dry cleaning service at the end of term
one, two and three which is charged to your account.

Health and Safety - Te Hauora me te

Haumaru

- Motor Vehicle Policy for Students and Consent
Forms

- Tolcarne Emergency Procedures

- Cyber Safety Student Agreement

- Missing Person Procedure

- Tolcarne Health & Safety Policy and Procedures
- Tolcarne Vehicle Policy & Procedure

- Smoke and Vape Free Policy

- Tolcarne Adverse Weather Policy & Procedure
- Tolcarne Scooter Policy and Procedure

- Tolcarne Safety Plan Policy

- Tolcarne Risk Register (Hazards)

- Beach Leave Rules

- Pandemic Policy

- Tolcarne Policy

- Tolcarne CCTV policy
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Tolcarne Policy and Procedures -
Te Kawa o Tolcarne

Student Wellbeing - Hauora Akonga

- Catering Policy

Cyber Safety Student Agreement

International Student Enrolment Procedure at Tolcarne
Leave Policy & Procedures at Tolcarne

Parents Access to Boarders Policy

Relationship and Protection of Boarders from Ill-Treatment
Policy

- Self-harm & Suicide Risk Policy and Procedure

- Separated Parents Policy

- Student Safety Policy

-Supervision and Security Policy and Procedures

- Student Wellbeing and Pastoral Care Policy

-Child Protection Policy

Student Health - Hauora Akonga

- Eating Disorder Policy and Procedure

- Serious Infectious Disease Policy and Serious Disease
Procedure

- Guidelines for the Management of Communicable Diseases
- Special Diet Procedure

- Management of Student Health and Medical Records Policy
and Procedure

Student Behaviour - Mahi Akonga

- Anti-Bullying Policy

- Drugs, Alcohol, illegal substances Policy

- Smoke and Vape Free Policy

- Student Behaviour Policy and Procedures (including the
process for information-gathering for high-level incidences)

General

- Complaints Policies, Procedures and Chart
- Safety Check procedure for Staff

- Code of Conduct for Staff

- Tolcarne Policy on Staff Wellbeing

- Dogs at Tolcarne Policy

34



Other Information - Etahi atu Parongo

Boarding _Fees for 2025
The Tolcarne Committee of the Board of Proprietors sets the fees periodically. (School fees are additional
to the following).

Boarding Fee ($17,794.00 incl gst per year)
This is charged evenly per term
and is invoiced a term in advance $4,448.50 (incl GST)

Bedding and Laundry Fee $ 140.00 (incl GST)
This is a one off charge
Disbursement Deposit $ 150.00

This is a one off charge which is held until your daughter finishes at Tolcarne. It is refundable on a fully paid
account.

Van Levy $ 145.00 (incl GST)

Per term Year 9-12

Withdrawals Policy
Procedures for financial arrangements around students leaving Tolcarne Boarding Residence

Rationale

There are occasions where students allocated Boarding Places at St Hilda's Collegiate may leave Tolcarne
for a variety of reasons. Typical situations include student health and changes in family circumstances. The
loss of each boarder has considerable impact on the finances of Tolcarne and as such the issue of financial
settlement needs to be addressed in a fair and reasonable manner. There is an expectation that families
make a 5 year commitment to boarding at Tolcarne unless there are exceptional circumstances.

If the decision is made to leave Tolcarne, a full terms notice must be given in writing. Failure to do so
will incur the cost of boarding fees for one term. If circumstances arise where this is not possible then the
person responsible for settling the account (usually the parents/caregiver) must make their case in writing to
the Chairperson of the Board of Proprietors.
The application will be considered by a representative of the Board of Proprietors, School Principal and
Director of Boarding using the following as factors for consideration.

e The reason for leaving

« Compassionate grounds including health reasons

e The duration and nature of the involvement with Tolcarne

e The timing of the departure
The decision will be notified in writing. It is preferable that this process occurs as soon as possible around
the time of departure.

The minimum payment is made up as follows:

a) The weeks spent at Tolcarne at current weekly rate for Tolcarne boarders

b) One-week additional payment to cover administration costs

c) The Board of Proprietors will retain rebates that may be given when a student leaves at the normal time.






