
Policy and Practice Workshops 
2022 



Key University Policies, Guidelines 
and Processes 

Ethical Behaviour Policy 
Tuesday 15 February 
Monday 2 May 
Monday 13 June 
Monday 8 August 
The purpose of the policy is to provide an environment of safety, respect and dignity for 
members of the University community. 

PCard, travel and related points about sensitive expenditure 
Monday 21 February 
Wednesday 24 August 
PCards are a corporate credit card facility available for staff to make purchases for 
goods and services on behalf of the University. 

Gifts, koha and related points about sensitive expenditure 
Monday 21 February 
Wednesday 24 August 
What do managers, and all staff, need to be aware of in terms of the NZ Public Service 
code governing offers of gifts or gratuities? 

Leave – policies and processes which managers need to know 
Thursday 17 March 
Thursday 20 October 
In this session we discuss leave delegations (knowing what you can approve, delegate or 
need to escalate) and annual leave carryover and managing excess annual leave given 
the Holidays Act. 
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Conference Leave, Research and Study Leave – processes and 
considerations 
Tuesday 22 March 
The Conference Leave and Research & Study Leave (RSL) policies provide opportunities 
for staff and the University. 
 

Code of Pastoral Care – what it means for staff and students 
Tuesday 29 March 
In this session the Manager of International Services discusses the general implications 
of the feedback from providers to-date regarding the 2021 code that will be re-
implemented in 2023. 
 

Contextualising sustainability 
Wednesday 30 March 
In this session the Head of Sustainability discusses what the UN Sustainable 
Development Goals and University of Otago Sustainability Strategic Framework mean in 
practice. 
 

Fixed term employment guidelines and research permanent funded 
staff guidelines 
Thursday 31 March 
Wednesday 3 August 
If staff are appointed to fixed-term or research funded permanent positions, there are 
requirements to ensure that these appointments are appropriate and valid. 
 

Academic integrity and misconduct – student matters 
Wednesday 6 April 
Tuesday 2 August 
Academic integrity, and conversely misconduct, is at the heart of ensuring the quality 
and consistency of qualifications from the University of Otago.  When there are 
concerns about student behaviour in terms of academic integrity and conduct, what do 
you need to know? 
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https://corpapp.otago.ac.nz/training/aldp/class/68238/course/0/info/sqcmeakgrocggsfolapn/
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Privacy at the University – what are our responsibilities to protect 
personal information? 
Thursday 7 April 
As part of their role, many staff members at the University need to access personal 
student and/or staff information whether on databases/systems such as eVision or 
through processes such as course advising, recruitment of staff, teaching and 
assessment. 
 

Acceptance of Gifts, Benefits and Gratuities 
Thursday 7 April 
Thursday 7 July 
Thursday 6 October 
What do people need to know to comply with University policies? 
 

Flexible working arrangements for staff 
Tuesday 12 April  
The University recognises the importance of a healthy work-life balance and staff are 
able to request flexible working arrangements for personal and/or 
academic/professional reasons. 
 

Pastoral support for University students – boundaries and roles for 
University staff 
Thursday 28 April 
The transition from home and high school to University involves significant change for 
young people as they adjust to different learning environments, new topics of study and 
being part of a large campus community. 
 

Conflicts of Interest Policy 
Thursday 5 May 
Thursday 4 August 
Thursday 3 November 
Training on how the University of Otago manages Conflicts of interest. 
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https://corpapp.otago.ac.nz/training/aldp/class/68249/course/0/info/lyollwxzgfxfwxwktkmk/
https://corpapp.otago.ac.nz/training/profdev/course/20294/subject/policy-and-processes/
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https://corpapp.otago.ac.nz/training/profdev/course/20374/subject/policy-and-processes/


Casual staff employment agreements and guidelines 
Wednesday 11 May 
Thursday 8 September 
Casual employment is the employment of a person on an “on call and as required 
basis” without any commitment from either party to ongoing employment. Managers, 
supervisors and staff who have delegated authority to employ casual staff need to know 
when it is appropriate (or not) to employ staff on such agreements. 
 

What staff need to know about university insurance policies to avoid 
costs and claims against the University 

Wednesday 11 May 
The University has an insurance programme that includes a range of policies to cover 
activities including (and not limited to) equipment, travel, vehicles and liability.  
 

Critical incidents: when a student or staff member goes missing 
Tuesday 17 May 
Over the course of a year, a range of unexpected, sudden and potentially traumatic 
situations occur across the University, which ripple out and affect students, staff, 
families and the wider community. 
 

Managing Information at the University 
Wednesday 18 May 
Wednesday 20 July 
Wednesday 21 September 
Wednesday 16 November 
By the end of this workshop participants will have a working knowledge of the 
regulations, concepts, practices and tools associated with good information and records 
management practice. 
 

Mental health: face to face with student issues 
Thursday 19 May 
Monday 25 July 
Given the size of the University community and the number of young people living away 
from home for the first time in their lives, at any point in time there is the full spectrum 
whereby people range from flourishing, “everyday ordinary unhappiness”, “worried 
well” through to mental ill-health. 
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https://corpapp.otago.ac.nz/training/aldp/class/68257/course/0/info/hvppzvilhwwcdnmxgtob/
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Domestic violence policy and practice 
Monday 23 May 
In this session we discuss the University of Otago Domestic Violence Policy and leave 
provisions, how staff impacted by domestic violence can be assisted to feel safe and 
supported at work and what colleagues can do if a colleague experiencing domestic 
violence. 
 

Fraud Policy and Prevention 
Thursday 2 June 
Thursday 1 September 
Thursday 1 December 
What is fraud, what are the University's expectations and what to do if you suspect it's 
happening. 
 

Finding Stuff Online That You Can Reuse – Legally! 
Tuesday 21 June 
This session will be useful for anyone who wants to use images, video or sound created 
by others in their own work. 
 

Developing your sustainability vision and practice to 2040 – future fit 
leadership 
Monday 27 June 
In this workshop you will use a range of frameworks and evidence to inform an 
aspirational vision for sustainability in your area in 2040. 
 

Disputes – what managers need to know 
Tuesday 28 June 
All staff and managers need to be aware of employment relationship problems 
(ERPs). This session will discuss how they manifest, what managers obligations 
are once they recognise a problem (and/or receive a complaint), and how they 
need to respond. 
 

Ethical Behaviour Policy – roles of managers 

Wednesday 6 July 
Monday 26 September 
We focus on the role of managers in this session on the Ethical Behaviour Policy, which 
is designed to provide an environment of safety, respect and dignity for members of the 
University community. 
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https://corpapp.otago.ac.nz/training/aldp/class/68262/course/0/info/sjjbbqrexgvptfjotbrt/
https://www.otago.ac.nz/administration/policies/otago733966.html
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Internationalisation framework – what it means for you 
Tuesday 26 July 
Internationalisation has been defined as “the process of integrating an international, 
intercultural and/or global dimension into the goals, functions (teaching/learning, 
research, services) and delivery of higher education” (Knight 2002). 
 

Official Information Act – what do you need to know? 
Tuesday 6 September 
Do you know that, as a University staff member, your texts, emails, printed and digital 
materials could be accessed under an Official Information Act (OIA) request?  
 

Equity and Diversity – data, framework, resources and stocktake 
Wednesday 18 May 
Wednesday 27 July 

Wednesday 14 September 
The purpose of the Equity and Diversity Policy is to ensure that the University of Otago’s 
processes and practices uphold and promote equity outcomes, reflecting an 
environment in which all individuals are valued and different ways of thinking are 
embraced. Diversity, inclusivity and respect are key components of the University’s 
overall commitment to excellence. 
 

Copyright 101: knowing what to do in the digital world 
Wednesday 5 October 
You create and own copyright; you use others’ copyright. But do you really know how 
copyright works, especially in the digital age where we can copy and reuse in a couple of 
clicks? 
 

Conflict of Interest Policy 
Thursday 3 February 
Thursday 5 May 
Thursday 4 August 
Thursday 3 November 
Training on how the University of Otago manages Conflicts of interest 

 
 
 

6

https://corpapp.otago.ac.nz/training/aldp/course/15455/course/0/
https://corpapp.otago.ac.nz/training/aldp/course/11474/course/0/
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Workshops by Date 

Ethical Behaviour Policy Tue 
Mon 
Mon 
Mon 

Feb 15 
May 2 
Jun 13 
Aug 8 

PCard, travel and related points about sensitive expenditure Mon 
Wed 

Feb 21 
Aug 24 

Gifts, koha and related points about sensitive expenditure Mon 
Wed 

Feb 21 
Aug 24 

Leave – policies and processes which managers need to know Thu 
Thu 

Mar 17 
Oct 20 

Conference Leave, Research and Study Leave – processes and considerations Tue Mar 22 
Code of Pastoral Care – what it means for staff and students Tue Mar 29 
Contextualising sustainability Wed Mar 30 
Fixed term employment guidelines and research permanent funded staff 
guidelines 

Thu 
Wed 

Mar 31 
Aug 3 

Academic integrity and misconduct – student matters Wed 
Tue 

Apr 6 
Aug 2 

Privacy at the University – what are our responsibilities to protect personal 
information? 

Thu Apr 7 

Acceptance of Gifts, Benefits and Gratuities Thu 
Thu 
Thu 

Apr 7 
Jul 7 
Oct 6 

Flexible working arrangements for staff Tue Apr 12 
Pastoral support for University students – boundaries and roles for University 
staff 

Thu Apr 28 

Conflicts of Interest Policy Thu 
Thu 
Thu 

May 5 
Aug 4 
Nov 3 

Casual staff employment agreements and guidelines Wed 
Thu 

May 11 
Sep 8 

What staff need to know about university insurance policies to avoid costs and 
claims against the University 

Wed May 11 

Critical incidents: when a student or staff member goes missing  Tue May 17 
Managing Information at the University Wed 

Wed 
Wed 
Wed 

May 18 
Jul 20 
Sep 21 
Nov 16 

Equity and Diversity – date, framework, resources and stocktake Wed 
Wed 
Wed 

May 18 
Jul 27 
Sep 14 

Mental health: face to face with student issues Tue 
Mon 

May 19 
Jul 25 

Domestic violence policy and practice Mon May 23 
Internationalisation framework – what it means for your area Tue Jul 26 
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Fraud Policy and Prevention Thu 
Thu 
Thu 

Jun 2 
Sep 1 
Dec 1 

Finding Stuff Online That You Can Reuse – Legally! Tue Jun 21 
Developing your sustainability vision and practice to 2040 – future fit leadership Mon Jun 27 
Disputes – what managers need to know Tue Jun 28 
Ethical Behaviour Policy – role of managers Wed 

Mon 
Jul 6 
Sep 26 

Copyright 101: knowing what to do in the digital world Wed Oct 5 
Official Information Act – what do you need to know? Tue Sep 6 
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