
ELIM EARLY LEARNING CENTRE  

HEAD TEACHER-TEAM LEADER 

   

JOB DESCRIPTION – Linked to the Our Codes Our Standards 2017. 

 

POSITION: Head Teacher-Team Leader  

RESPONSIBLE TO:  Centre Manager  

RELATIONSHIPS WITH: 

 

 Centre Manager  

 Teaching Team 

 Support Staff 

 Parents/ caregivers and whanau 

 Visitors to the centre 

 Ministry of Education 

 Education Review Office 

 Professional Agencies 

KEY TASKS: 

 

 Keep the Manager informed about all aspects of the day to day 

operation of the centre. 

 Ensure effective rosters are maintained.. 

 Build relationships with teachers, children, parents and whanau. 

 Support new teachers with their induction into the centre. 

 Ensure all centre processes and practices are compliant with current 

legislation and supporting documents. 

 Develop and contribute to the curriculum and teaching team as the 

pedagogical leader. 

 Provide mentoring programmes for provisionally registered teachers. 

 Mentor the teachers using a variety of tools and strategies including 

the online Appraisal Connector. 

 Work with the Ministry of Education, ERO and other professional 

agencies as needed. 

 Ensure all required documentation is up to date i.e. Health and safety 

checklists, illness/accident records, sleep charts, allergy information. 

 Ensures self and teachers maintain a current first aid certificate. 

 

 

OBJECTIVES KEY INDICATORS 

Te Tiriti o Waitangi 

 

Demonstrate commitment to 

tangata whenuatanga and tiriti o 

Waitangi partnership in Aotearoa 

New Zealand. 

 Acknowledging and respecting the language and heritage of Maori 

children and their families/whanau. 

 Respecting bicultural customs and protocols ensuring that all families 
feel welcome. 

 Practising and developing the relevant use of te reo Maori and 

Tikanga. 



 

 

all akonga. 

 

 Being sensitive to the aspirations of Maori families by communicating 

in appropriate ways to engage them in their child’s learning. 

 Promoting bicultural practices throughout the centre. 
 

OUR STANDARDS- ELABORATIONS 
 

 Understand and recognise the unique status of tangata whenua 
in Aotearoa New Zealand. 

 Understand and acknowledge the histories, heritages, 
languages and cultures of partners to Te Tiriti o Waitangi. 
 

Professional learning 

Use inquiry, collaborative 

problem solving and 

professional learning to improve 

professional capability to impact 

on the learning and achievement 

of all learners. 

. 

 

 

 Actively seeking feedback from colleagues and other professionals to 

improve teaching practice. 

 Critically reflecting on teaching practice to continually improve.  

 Keeping up to date with current trends and practices within the early 

childhood sector. 

 Using Self Review as a tool to create a culture of critical reflection that 

results in continuous improvements to teaching practice. 

 Working in partnership with the Centre Manager to develop and 

implement the annual and strategic plans. 

 Ensuring the Centre Manager is well informed on all matters 

pertaining to the operation of the centre. 

 Overseeing the day to day management of the learning environment 

and daily routines. 

 Supporting the Centre Manager in the induction process for new 

teachers. 

 Ensuring accurate documentation is maintained in relation to health 

and safety and curriculum systems.   

  Ensuring the Centre Manager is informed in relation to all concerns or 

formal complaints. 

 Contributing in partnership with teachers to the development and 

distribution of regular parent newsletters.   

Assigning and delegating tasks within the teaching team. 

 Supporting teachers to assist in the process of building capability 

within the team. 

  Offering regular feedback to teachers in relation to their teaching 

practice. 

  Actively contributing to staff meetings to promote collegial dialogue in 

relation to assessment and planning and Self Review.  

 Actively contributing to the documented process for both planned and 

spontaneous Self Reviews to promote improvements to practice. 

 Self- motivating and initiating ongoing learning opportunities and 

leadership development through ongoing professional learning. 

 Actively using new professional knowledge to be a change agent 

informing teaching teams and promoting risk taking.   

 Keeping up to date with relevant professional literature and Ministry Of 



Education documents. 

 Actively participate in the annual appraisal process being committed to 

ongoing learning goals and improvements to practice. 

 Modelling and encouraging all teachers in the importance of ongoing 

learning. 

 Meeting the Code of Professional Responsibility and Standards for the 

Teaching profession... 

 Maintaining teacher registration. 

. 

OUR STANDARDS- ELABORATIONS 
 

 Inquire into and reflect on the effectiveness of practice in an 
ongoing way, using evidence from a range of sources. 

 Critically examine how my own assumptions and beliefs, 
including cultural beliefs, impact on practice and the 
achievement of learners with different abilities and needs, 
backgrounds, genders, identities, languages and cultures. 

 Engage in professional learning and adaptively apply this 
learning in practice. 

 Be informed by research and innovations related to: content 
disciplines; pedagogy; teaching for diverse learners, including 
learners with disabilities and learning support needs; and wider 

education matters. 
 Seek and respond to feedback from learners, colleagues and other 

education professionals, and engage in collaborative problem solving 
and learning focused collegial discussions. 

 

Professional relationships 

 

Establish and maintain 
professional 
relationships and behaviours 
focused on the learning and 
wellbeing of each learner. 

 

 

 

 Liaising and maintaining an active working relationship with the Centre 

Manager   

 Actively committed to the centre philosophy, vision and strategic goals  

 Actively contributing to a positive team culture with the teaching team 

and support staff. 

 Engaging in warm positive relationships with all children. 

 Communicating regularly with all parents in a respectful and 

considerate way ensuring a strong partnership between the centre 

and home. 

 Working in a professional manner and modelling Christian values   at 

all times with all members of the learning community. 

 Overseeing the development of parent and centre events. 

 

OUR STANDARDS- ELABORATIONS 

 Engage in reciprocal, collaborative learning-focused 
relationships with: 

                      -learners, families and whanau 
                      -teaching colleagues, support staff and other professionals 
                      -agencies, groups and individuals in the community. 

 Communicate effectively with others. 

 Actively contribute, and work collegially, in the pursuit of 



improving my own and organisational practice, showing 
leadership, particularly in areas of responsibility. 

 Communicate clear and accurate assessment for learning and 

achievement information. 

Learning-focused culture 
 

Develop a culture that is 
focused on learning, and is 
characterised by respect, 
inclusion, empathy, 
collaboration and safety.  

 

 

 Providing children with a learning environment that is well resourced 

and motivates ongoing learning. 

 Initiating changes in consultation with the Centre Manager and 

teaching team to ensure the learning environment is inviting and 

drives children’s learning. 

 Using a wide range of teaching strategies in the learning environment 

to actively engage children in ongoing learning pathways. 

 Ensuring children are provided with a learning environment that is 

respectful and promotes cooperation. 

 Demonstrating knowledge and understanding of how social and 

cultural differences impact on children’s learning. 

 Ensuring a range of teaching strategies are used with children to 

promote equity and value cultural diversity. 

 Ensuring the work environment is safe and healthy at all times. 

 Ensuring the relevant legislation and policies are adhered to at all 

times. 

 Ensuring the developed standards of practice are implemented to 

ensure all children and adults are kept physically, socially, culturally 

and emotionally safe. 

 Valuing the cultural diversity of all families enrolled in the centre. 

 Managing conflict effectively working actively to achieve resolution. 

 Monitoring personal workload and responses to stress. 

  Actively committed to the special character of the centre. 

OUR STANDARDS-ELABORATIONS 

 Develop learning-focused relationships with learners, enabling 
them to be active participants in the process of learning, sharing 
ownership and responsibility for learning. 

 Foster trust, respect and cooperation with and among learners 
so that they experience an environment in which it is safe to 
take risks. 

 Demonstrate high expectations for the learning outcomes of all 
learners, including for those learners with disabilities or learning 
support needs. 

 Manage the learning setting to ensure access to learning for all 
and to maximise learners’ physical, social, cultural and 
emotional safety. 

 Create an environment where learners can be confident in their 
identities, languages, cultures and abilities. 

 Develop an environment where the diversity and uniqueness of 
all learners are accepted and valued. 

 Meet relevant regulatory, statutory and professional 

requirements. 

 



Design for learning 
 
Design learning based on 
curriculum and pedagogical 
knowledge, assessment 
information and an 
understanding of each 

learner’s strengths, interests, 

needs, identities, languages 

and cultures. 

 Ensuring assessment data informs the planned curriculum. 

 Monitoring assessment documentation to ensure ongoing learning 

pathways and outcomes are identified and planned for all children. 

 Contributing to collegial discussions to model and encourage teachers 

to improve the quality outcomes for children.   

 Ensuring opportunities are provided for families to contribute to their 

child’s ongoing learning. 

 Encouraging a culture of reflective practice within the teaching team 

that is focussed on engaging children in learning. 

OUR STANDARDS- ELABORATIONS 

 Select teaching approaches, resources, and learning and 
Gather, analyse and use appropriate assessment information, 
identifying progress and needs of learners to design clear next 
steps in learning and to identify additional supports or 
adaptations that may be required. 

 Design and plan culturally responsive, evidence-based 
approaches that reflect the local community and Te Tiriti o 
Waitangi partnership in New Zealand. 

 Harness the rich capital that learners bring by providing 
culturally responsive and engaging contexts for learners. 

 Design learning that is informed by national policies and 

priorities. 

Teaching 
 
Teach and respond to learners 

in a knowledgeable and 

adaptive way to progress their 

learning at an appropriate 

depth and pace. 

 Having knowledge and understanding of the early childhood 

curriculum Te Whaariki and other relevant documents. 

 Ensuring the centre philosophy and Christian values and teaching are 

interwoven into the learning programme. 

 Supporting the teaching team in the implementation of effective 

planning processes. 

 Making learning highly visible and ongoing within the centre. 

 Being a reflective practitioner focussing on enhancing children’s 
learning at all times. 

 Ensuring children are supported in the development of their social 

competence taking responsibility for their own learning and behaviour. 

 Overseeing the curriculum to ensure that it promotes thinking and 

reasoning and problem solving skills.  

  Ensuring children have opportunities to scaffold new learning, 
consolidate existing learning and add complexity to prior experiences. 

 
OUR STANDARDS- ELABORATIONS 

 Teach in ways that ensure all learners are making sufficient 
progress, and monitor the extent and pace of learning, focusing 
on equity and excellence for all. 

 Specifically support the educational aspirations for Māori 
learners, taking shared responsibility for these learners to 
achieve educational success as Māori. 

 Use an increasing repertoire of teaching strategies, approaches, 
learning activities, technologies and assessment for learning 
strategies and modify these in response to the needs of 



individuals and groups of learners. 

 Provide opportunities and support for learners to engage with, 
practise and apply learning to different contexts and make 
connections with prior learning. 

 Teach in ways that enable learners to learn from one another, to 
collaborate, to self-regulate and to develop agency over their 
learning. 

 Ensure learners receive ongoing feedback and assessment 

information and support them to use this information to guide 

further learning. 

 

THE CODE OF PROFESSIONAL RESPONSIBILITY 
 

1. COMMITMENT TO THE TEACHING PROFESSION 

I will maintain public trust and confidence in the teaching profession by: 
1. demonstrating a commitment to providing high-quality and effective teaching 
2. engaging in professional, respectful and collaborative relationships with colleagues 
3. demonstrating a high standard of professional behaviour and integrity 
4. demonstrating a commitment to tangata whenuatanga and Te Tiriti o Waitangi partnership in the 
learning environment 
5. contributing to a professional culture that supports and upholds this Code. 
2. COMMITMENT TO LEARNERS 
 

2. COMMITMENT TO LEARNERS 

I will work in the best interests of learners by: 
1. promoting the wellbeing of learners and protecting them from harm 
2. engaging in ethical and professional relationships with learners that respect professional boundaries 
3. respecting the diversity of the heritage, language, identity and culture of all learners 
4. affirming Māori learners as tangata whenua and supporting their educational aspirations 
5. promoting inclusive practices to support the needs and abilities of all learners 
6. being fair and effectively managing my assumptions and personal beliefs. 

 

3. COMMITMENT TO FAMILY AND WHANAU 

I will respect the vital role my learners’ families and whānau play in supporting their children’s learning by: 
1. engaging in relationships with families and whānau that are professional and respectful 
2. engaging families and whānau in their children’s learning 
3. respecting the diversity of the heritage, language, identity and culture of families and whānau. 

4. COMMITMENT TO SOCIETY 

I will respect my trusted role in society and the influence I have in shaping futures by: 
1. promoting and protecting the principles of human rights, sustainability and social justice 
2. demonstrating a commitment to a Tiriti o Waitangi based Aotearoa New Zealand 
3. fostering learners to be active participants in community life and engaged in issues important to the 

wellbeing of society. 

 
 

 

 


