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This is an optional template to provide guidance to schools on each of the key components of an Annual Report. Schools are not required to use this template; you may present this information in another way.
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[bookmark: _Toc138857238]

[bookmark: _Toc213159698]Presiding member/principal’s report (optional)
This could be a statement from your board’s presiding member or principal informing the school or kura community about the achievements and successes of the previous year. The report also provides an opportunity to tell staff, parents and students about the risks, challenges and opportunities coming up in the year ahead.







[bookmark: _Toc138331245][bookmark: _Toc138857239][bookmark: _Toc213159699]List of all school board members (optional)
You may like to list the names of each school board member who have served on the school board during the year, and the date on which each member will finish their term.
	Board member names
	Date that the board member’s term finishes

	
	

	
	

	
	

	
	

	
	

	
	

	
	









[bookmark: _Toc138331246][bookmark: _Toc138857240][bookmark: _Toc213159700]Statement of variance: progress against targets (required)
[A statement of variance shows the progress you have made over the last year towards achieving the targets set out in your annual implementation plan. It offers explanation for any differences and how you will address targets that were not achieved.
The tables below show one way that you could lay this information out. In this format, you will need to copy the rows enough times to cover each of your actions, targets and strategic goals shown in your annual implementation plan.]
	Strategic Goal 1: 
As per the strategic plan




	Annual Target/Goal: 
As per the annual implementation plan 

	Actions
List all the actions from your Annual Implementation Plan for this Annual Target/Goal.
	What did we achieve?
What were the outcomes of our actions?
What impact did our actions have?
	Evidence 
This is the sources of information the board used to determine those outcomes.
	Reasons for any differences (variances) between the target and the outcomes
Think about both where you have exceeded your targets or not yet met them.
	Planning for next year – where to next?
What do you need to do to address targets that were not achieved. 
Consider if these need to be included in your next annual implementation plan.

	Action 1


	
	
	
	

	Action 2


	
	
	
	

	Action 3
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[bookmark: _Toc138331247][bookmark: _Toc138857241][bookmark: _Toc213159701]Evaluation and analysis of the school’s students’ progress and achievement (required)

This evaluation and analysis shows how all your students have progressed and achieved over the last year. This is different from your statement of variance which reports on the progress your school has made against the targets set out in your annual implementation plan.

The key audience for this continues to be your community so it must be written in a way that they will understand.

If changes to evaluation approaches are needed as part of implementing the updated national curriculum we will communicate these to schools as soon as possible through the Ministry website. Support will be available through your local Ministry office and through your ERO Evaluation Partner.


Your evaluation and analysis must:
· Include how your school’s students have performed across the national curricula.

This means your school considers the impact of your local curriculum, as a whole, on the performance of your students.
 
While this does not mean each learning area requires its own individual evaluation and analysis, your school needs to be considering how you know students have made expected progress across the learning areas.

The approach to evaluation and analysis is flexible and will reflect the needs of your school’s local community; as a starting point, your school could consider the curriculum and assessment priorities that have been laid out in their strategic and annual planning. 

Your school will need to draw on good quality assessment information from a range of evidence to evaluate the progress and achievement of students and build a comprehensive picture of student learning across the curriculum. This will be a mix of qualitative and quantitative information. For example, your school might include case studies from learners and whānau, progress in relation to curriculum levels, trends reflected in standardised assessment (such as for literacy and numeracy across the curriculum), NCEA achievement, wellbeing feedback, participation, and attendance.

· Include information relating to groups of students whose needs have not yet been well met. 

· Protect your student’s personal information. This is required under the Privacy Act 2020. More information is available about privacy requirements, including e-learning modules, from the Privacy Commissioner website.
· Use simple words (free from jargon where possible) and sentence structures to make information more understandable for your community. A range of resources on writing in plain language is available from digital.govt.nz.

Further support can be found here:  
· Tāhūrangi New Zealand Curriculum - Assessment Tools and Resources 
· New Zealand School Board Association - Student Achievement Data, Monitoring and Reporting 


[bookmark: _Toc138331249][bookmark: _Toc138857243][bookmark: _Toc213159702]Statement of compliance with employment policy (required)
Your board is required to operate an employment policy that complies with the principle of being a good employer. Your board must ensure compliance with this policy (including your equal employment opportunities programme) and report in your annual report on the extent of compliance (section 597(1) of the Education and Training Act 2020).
Your board may wish to complete and include the following tables in your annual report to meet requirements under s597 of the Education and Training Act 2020. The use of the tables is optional.
Under s597 of the Act a good employer is one who operates a personnel policy containing provisions generally accepted as necessary for the fair and proper treatment of employees in all aspects of their employment.
The board should look to confirm what actions or policies are already in place and what actions are being undertaken to meet the provisions.
The following questions address key aspects of compliance with a good employer policy:  
	Reporting on the principles of being a Good Employer

	How have you met your obligations to provide good and safe working conditions?
	Free Text Comment

	What is in your equal employment opportunities programme? 
How have you been fulfilling this programme?
	Free Text Comment

	How do you practise impartial selection of suitably qualified persons for appointment?
 
	Free Text Comment

	How are you recognising,
· The aims and aspirations of Māori, 
· The employment requirements of Māori, and 
· Greater involvement of Māori in the Education service?
	Free Text Comment

	How have you enhanced the abilities of individual employees?
	Free Text Comment

	How are you recognising the employment requirements of women?
	Free Text Comment

	How are you recognising the employment requirements of persons with disabilities?
	Free Text Comment


 
Good employer policies should include provisions for an Equal Employment Opportunities (EEO) programme/policy. The Ministry of Education monitors these policies:

	Reporting on Equal Employment Opportunities (EEO) Programme/Policy
	YES
	NO

	Do you operate an EEO programme/policy?
	 
	 

	Has this policy or programme been made available to staff?
	 
	 

	Does your EEO programme/policy include training to raise awareness of issues which may impact EEO?
	 
	 

	Has your EEO programme/policy appointed someone to coordinate compliance with its requirements?
	 
	 

	Does your EEO programme/policy provide for regular reporting on compliance with the policy and/or achievements under the policy?
	 
	 

	Does your EEO programme/policy set priorities and objectives?
	 
	 



[bookmark: _Toc138331250][bookmark: _Toc138857244][bookmark: _Toc138331259][bookmark: _Toc138857253][bookmark: _Toc213159703]Kiwisport funding (required)
You will need to include a short statement on how you have used your Kiwisport funding to increase students’ participation in organised sport. The use of the Kiwisport funding is monitored as part of Education Review Office (ERO) reviews.
The Kiwisport funding does not form part of the financial statements. It should be shown as a separate statement within the annual report.

[bookmark: _Toc138331258][bookmark: _Toc138857252][bookmark: _Toc213159704]Report on other special and contestable funding (may be necessary)
During the year your school or kura may have been the recipient of additional government funding for specific purposes. You may need to report on how these funds are used to support student development.

[bookmark: _Toc213159705]Financial statements (required)
The following is a summary of the financial statements that must be included in your annual report. 
For further information, including examples (Kiwi Park model), see our Schools Annual Financial Statement Resources webpage.
[bookmark: _Toc138331251][bookmark: _Toc138857245][bookmark: _Toc213159706]Statement of responsibility signed and dated
This statement is signed by the principal and the presiding member. It acknowledges that the school board is responsible for the preparation and accuracy of the financial statements and states that the school board has established and maintained a system of internal control to safeguard the assets of the school or kura.
[bookmark: _Toc138331252][bookmark: _Toc138857246][bookmark: _Toc213159707]Statement of comprehensive revenue and expense
This statement summarises the revenue and expense of the school or kura over the financial year. It shows whether the school or kura has managed to operate within the funding they have received.
[bookmark: _Toc138331253][bookmark: _Toc138857247][bookmark: _Toc213159708]Statement of changes in net assets/equity
This statement shows the value and movements of the Government’s investment over the course of financial year in the school or kura, (this is known as ‘equity’) in the financial statement.
[bookmark: _Toc138331254][bookmark: _Toc138857248][bookmark: _Toc213159709]Statement of financial position
This statement shows everything the school or kura owns (assets) and everything it owes (liabilities) as at 31 December of that year.
[bookmark: _Toc138331255][bookmark: _Toc138857249][bookmark: _Toc213159710]Statement of cash flows
This statement shows all cash received and all cash paid by the school or kura over the financial year.
[bookmark: _Toc138331256][bookmark: _Toc138857250][bookmark: _Toc213159711]Notes to the financial statements
The notes to the financial statements provide an extra level of detail that supports the information shown in the front of the accounts.
[bookmark: _Toc138331257][bookmark: _Toc138857251][bookmark: _Toc213159712]Independent auditor’s report signed and dated.
This report is prepared by the auditor of the school or kura and must be included in the annual report. It provides an opinion to the readers of the annual report whether the financial statements comply with generally accepted accounting practice, and fairly represent the financial position, financial performance and cash flows of the school or kura.
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