
OUCA Job Description: Head Teacher/ Kaiako Kaiārahi
Position: Head Teacher / Kaiako Kaiārahi Te Uru and Te Puna
Responsible to: The Director OUCA
Responsible for: Te Uru centre staff and children.
Functional Relationships: The Director, the Administrator, Centre Head Teachers,

Parents, Assistant Head Teachers, Management Committee
and wider ECE community.

Description of Position: To manage the day to day curriculum, available to all the
children, to ensure this maximises the opportunities for
teaching and learning in a well organized and safe
environment.

To be responsible for support and guidance to teachers in your centre to ensure best
practice.
To be responsible for immediate and future implications of
any decision making.

Primary Responsibilities:
-  provide professional leadership to teachers, staff and students.
- develop and maintain a team culture of collaboration.
- implement a curriculum based on Te Whāriki
- develop and maintain a safe and attractive environment which supports the curriculum
delivery
- manage enrolments efficiently to maximise income
- work in partnership with parents to ensure best outcomes  for their children and
families.
- implement and regularly review policies and procedures to ensure that all statutory and
OUCA requirements are met.
- lead self reviews on a planned schedule, as well as spontaneously.
-implement performance management for all staff in Te Uru and Te Puna.

Qualifications and experience:
- min Diploma of Teaching (ECE) or equivalent

-  At least two years teaching experience
-  Fully registered teacher.
- Experience in a leadership role setting

Personal professional qualities and skills:
- A deep sense of responsibility
- Maintains a professional manner in all

circumstances.
- Is an effective communicator, including good

listening skills
- Has the ability to be flexible in response to children

and their family’s requirements.
- Is an excellent role model in all areas of

professional practice.



- Has the ability to interpret information and assess
its application to your/the centre practice.

- Will advocate for the profession and has passion for
education.

- Upholds and honours the intent of Te Tiriti o
Waitangi in everyday practice

- Has an understanding of diversity and anti-bias
strategies

- Has expertise in facilitation skills
- Has a high degree of personal integrity
- Practices self-critical openness
- Recognizes values and moral purpose.
- Exhibits humour and vitality

Measures of Performance
To ensure the curriculum at all times:
-    recognizes, supports and values Te Reo and tikanga.
-    recognizes, supports and values the cultures of all the children’s families.
- promotes, recognises and supports individual children’s learning and

development.
- includes assessment  and evaluation practices which support children’s learning

by using Kei Tua o te Pae guidelines as the basis for planning
- ensures children’s  records of assessment are accurate ,current and include a high

standard of assessment and evaluation.
- is critically reflected upon thorough knowledge of current early childhood theory

and practice.
- provides quality resources to maximise quality teaching and learning
- allows for teachers, children and families to be consulted, supported and

recognized in their role as providers of the curriculum
- enables children’s behaviour to be managed positively and appropriately
- is inclusive and equitable for all children
- helps children to develop respect for each other, their environment and the

community.

To provide Leadership which:
- through sound performance management ensures teachers are motivated, freed to
use initiative, using self reflection for ongoing improvement of practice and
contributing positively to their teaching team.

-   facilitates staff meetings and encourage the participation of all team members
- leads and supports all staff members to create an environment of trust, respect and

understanding
- leads by example exhibiting best practice which is inclusive, equitable  and

appropriate for individual/groups of children.
- puts in place systems which support quality teaching and learning including

robust self review.



- ensures any students placed at the service are supported to meet their training
objectives

- exhibits ethical and responsible behaviour
- monitors the environment to ensure the safety of children and staff .
- ensures a robust advice and guidance programme is provided for any beginning

teachers on staff.
- creates an environment which encourages every member to make a meaningful

contribution and recognizes individuals personal goals.
- Exhibits a high level of resiliency

To exhibit communication skills which:
- Appropriately offer advice to parents that is timely, accurate and indicates the

appropriate professional help and support available
- demonstrate respectful, responsive, reciprocal relationships with children, parents,

teachers, staff and management.
- encourage families/whānau to have input into the curriculum
- liaise effectively with other Head Teachers and/or outside agencies regarding the

transition of children
- welcome visitors to the service and promote the service in the community
- effectively co-ordinate communications between management and staff ensuring

accurate and open channels of communication exist at all times.

To have systems for Operation and Administration which:
- ensure documentation of programming is current, displayed and stored

appropriately  reflecting the combined efforts of the staff team
- ensures staff rosters, waiting registers, enrolments and wages data are up to date at

all times
- ensures performance appraisals, which monitor and improves performance of

staff, are carried out  in consultation with management
- ensures performance appraisals, which monitor and improve performance of

teachers.
- rosters staff , relievers and staff leave in accordance with agreed budgets and

regulations taking the ultimate responsibility at all times.
- assist in the recruitment, selection and induction of new staff
- ensures implementation and regular review of philosophy, policies and

procedures.
- ensures EC regulations and all other relevant legislation is met.
- ensures relevant budgets are adhered to.

Limits of authority: -  liaise with Director on Centre issues
- responsibility for the quality of education and care is

shared with the Director
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