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Longburn School 

Carey Street 
Longburn 
Palmerston North  
4412 
Phone: 06 355 1642 
Facsimile: 06 355 1644 
Email:  office@longburn.school.nz 
Website:  www.longburn.school.nz  

 

November 2018 
 
Dear Applicant, 
 
Thank you for your interest in the advertised Scale A Permanent - Fulltime position at Longburn School.  
 
This position will commence on Wednesday the 30th of January 2019.  The successful applicant will be teaching in the 
Middle/Senior School (Yr 4-8).  
 
This is an exciting opportunity for someone with proven teaching skills and a passion for teaching children to join our 
supportive, dynamic team and learning community.   
 
The following information is included in this pack for your reference and use: 

 Timeline for Appointment. 

 Ideal Person Specification. 

 Conceptual Job Description (Teacher). 

 Application Form - complete and send a signed hardcopy with CV. 

 Referees  – 2 written and 1 verbal required 
 

Please clearly address the points outlined in the Person Specification and job description, and include your current CV 
(along with a self-addressed envelope for the return of your CV if sending by NZ Post). 
Email your application to principal@longburn.school.nz or post (marked confidential) to: 

The Principal 
Longburn School 
Carey Street 
Longburn 
Palmerston North 4412 

 
If you require any further information about this position, or wish to visit the school, then please do not hesitate to 
contact me. 
 
I look forward to receiving your application. 

Yours sincerely, 
 
 
Jo Emerson 
Proud Principal – Longburn School  - ‘Sowing seeds of possibility, on a pathway to potential’. 

 
 

 

 

mailto:office@longburn.school.nz
http://www.longburn.school.nz/
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Timeline for Appointment 
 

Position advertised 
 

Submitted online to Gazette –  5/11/18  

Applications for position closes–  
 

23rd November 2018 at 4pm. 
 

Referees  2 written references required (on referee’s forms 
provided) and at least one other referee to be named as 
a verbal referee whom may also be contacted as a part of, 
or proceeding, the shortlisting process.  

Shortlisting completed with short-listed applicants 
contacted 

By the evening of the 26th of November 2018. 

Interviews 
 

30th November – 1st December 

Successful applicant notified by phone (with letter of 
appointment to successful applicant emailed and 
posted same day).  The formal acceptance of the offer 
must be completed and returned to the Principal to 
show acceptance of the offer. 

By 5th December 2018 

Last date for receipt of acceptance document at the 
school (emailed to principal@longburn.school.nz. or 
dropped off at the school office) 
 

By 10th December 2018 (can be scanned and emailed or 
dropped back into the school office or mailbox). 

All other short listed candidates notified of outcome 
of their application 

By 11th December 2018 

Commence position 
 

30th January 2019 

Position Advertisement 
Teacher – Permanent, Fulltime 

If you are passionate about making a positive difference in the lives of the children you facilitate learning for then 

read on. We seek a new team member who has a positive and professional approach and is a reflective practitioner, 

willing to work collaboratively with all in our environment. The position is in our middle/senior HUB so recent 

successful teaching experience in this level (Yrs 4-8) would be beneficial. You must be open to implementing 

programmes of learning that support our learners’ holistic needs (e.g. Mindfulness, STEAM…).  Join us and play a role 

in shaping the pedagogy and learning environment we offer our learners. 

We offer in return a great professional learning opportunity for our new team member in a well-resourced, 

supportive and innovative learning environment. 

We welcome your application should you wish to kick off the 2019 school year with us on the 30th of January. 

mailto:principal@longburn.school.nz
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Ideal Person Specification 
 

You demonstrate interpersonal and intrapersonal qualities that show you to be a person who is… 

 Enthusiastic and flexible 

 Fun & energetic, with a good sense of humour 

 Committed 

 Professional  

 Sound knowledgeable of curriculum pedagogy 

 Up to date with the current teaching approaches, especially in numeracy and literacy within the Junior level 
of the school 

 
You have … 

 A working understanding of the inquiry model of teaching and learning 

 Strength in and ability to embed e-learning practices in the classroom, with a working knowledge of a range 
of current ICTs and SMSs (Student Management Systems) 

 Strong capabilities in the teaching and learning of literacy and numeracy 

 Experience working in environments that base behaviour management practices around PB4L and a 
restorative approach 

 
You are able to… 

 Work positively, productively and collaboratively with a variety of people - children, staff, parents, BOT and 
outside agencies to enhance learning for children 

 Self-manage to meet internal and external deadlines, contribute to review and be an effective oral and 
written communicator 

 Engage in reflective practices and contribute positively to school development 

 Show initiative 

 Contribute to the wider life of the school 
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Job Description – Conceptual 
 

KEY OBJECTIVES RESULTS EXPECTED 

Classroom Teaching 
Concept - Providing quality 

learning opportunities based on 

The Curriculum Guidelines and 

targeted to the specific needs of 

this class group. 

 

Classroom Culture 
Concept - Developing a 

classroom culture where 

individuals are encouraged, 

respected, and challenged 

intellectually, physically, and 

socially. 
 

School Culture 
Concept - Maintaining a 

professional stance both within 

the school and within the 

community in order to foster the 

highest quality teaching and 

learning. 

 

Personal Professional 

Development 
Concept - Maintaining an 

understanding of developing 

trends in education, keeping up 

to date in curriculum 

development and participating 

fully in teacher development 

programmes. 

 

 Planning reflects the school’s curriculum (based from 2Yr Curriculum Delivery 
Overview).  Planning and teaching, demonstrates knowledge and 
understanding of relevant content, disciplines and curriculum documents. 
(RTC 6ii) 

 Relevant assessment utilised to inform planning for individuals, groups and 
whole class.  Entry levels for individuals are clearly identified. 

 Learning tasks are within the capabilities of the students, recognising 
individual differences and prior knowledge, and providing for a variety of 
learning modes and groupings.  Planning reflects this.  (RTC 8i) 

 Learning experiences and outcomes are evaluated, with information being 
utilized to inform future teaching and learning as relevant. (RTC 11) 

 Opportunities are provided for akonga to engage with, practice and apply 
new learning in different contexts.  (RTC 8ii) 

 Maintenance programmes are planned for and any ‘re-teaching’ is 
undertaken to ensure mastery. 

 Akonga are encouraged to take responsibility for their own learning and 
behavior.   They are encouraged to think critically about information and 
ideas and to reflect on their learning. (RTC 8 iii and iv) 

 The learning environment is effectively managed, ensuring strategies to 
successfully engage and motivate akonga are considered and implemented.   
Praise and positive reinforcement predominate as part of the schoolwide 
behavior management programme. (RTC 7i) 

 Teaching approaches, resources, technologies and learning and assessment 
activities have been selected that are inclusive and effective for diverse 
akonga 

 Teaching approaches are modified to address the needs of individuals and 
groups of akonga 

 Knowledge and understanding of social and cultural influences on learning is 
demonstrated in professional practice. (RTC 9) 

 The relevant use of te reo Maori me nga tikanga-a-iwi in context is practiced 
and developed. (RTC 10) 

 High expectations for learning are held for all akonga., specifically and 
effectively addressing the educational aspirations of ākonga Maori.  (RTC 
10ii) 

 The classroom reflects a respectful environment where trust and 
cooperation is fostered and akonga feel safe, relaxed, and able to focus on 
their learning.  (RTC 2i) 

 The classroom is an attractive, orderly place, where equipment and 
resources are well managed. (RTC 2i) 

 Whole school and extra-curricular activities are well supported. 

 Parents/caregivers are well informed about their children’s  learning, 
progress , achievement and needs. 
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 Ethical , respectful, positive and collaborative relationships are developed 
and maintained with all akonga, colleagues and other professionals, whanau, 
and wider community. (RTC 1i) 

 Relevant regulatory and statutory requirements will be complied with. (RTC 
2iii) 

 The school culture supports and promotes the development of a multi-
cultural environment through practices that celebrate and enhance language 
and culture of it’s akonga.  The classroom reflects this (e.g. te reo me ona 
tikanga). (RTC 3i) 

 Professional knowledge and practice is supported through the reading of a 
variety of educational professional materials. (RTC 4) 

 Actively participates in all school wide professional development 
opportunities. (RTC 4). 

 Actively contributes to the professional learning community through sharing 
of ideas, practices and professional learning experiences, both informally and 
formally (eg general staff discussion or reporting back to 
staff/BOT/community). (RTC 5) 

 Teaching practice is shared where relevant with other teaching colleagues 
(eg observations within their class) along with ‘best practice’ being sought 
through observation of others practice (eg observing colleagues). (RTC 5). 

 Feedback from learning community members is responded to professionally. 

 Personal beliefs, including cultural beliefs, are critically examined to ensure 
that they do not impact negatively on their professional practice and the 
achievement of akonga. (12 iii) 

 Communication is kept professional and relevant lines of communication 
adhered to. 

 The school’s image is communicated and supported positively within, and to, 
the community. 
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This Conceptual Job Description is between… 

 

Name:     Name: 

 

Signature:     Signature: 
[Principal] 

Date:     Date: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Specific Responsibilities –  
Please note that you may be required to lead a specific curriculum area in 2019 but this will be negotiated prior to signing of 

job description. 

Concept - To demonstrate to others by example, effective and elaborated skills as a classroom teacher and share with 

the principal the responsibility for promoting and maintaining an optimum learning community. 

RESPONSIBILITIES RESULTS EXPECTED 

Supporting the development 

of ‘Language Learning’ at 

Longburn School. 

 Ensure language (and culture) learning opportunities are well planned for and 
implemented within the classroom environment, supporting the acquisition of basic 
skills in the following languages; Te Reo Maori, NZ Sign, Japanese, Spanish 

PB4L Team member  Support the implementation of this programme schoolwide, ensuring practice 
maintained within own classroom and when supervising any students outside 
of classroom. 

 Data Management – associated duties such as producing reports from SWIS on 
request and within a negotiated timeframe for teaching staff and management 
as required.  

PBS (‘Pause, Breathe, Smile’ 

programme – Mindfulness) 

 Support the implementation of this programme schoolwide, ensuring practice 
maintained within own classroom. 

 Promote the benefits of the programme to the wider school community. 

 Be an active practitioner for own wellbeing 
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SCALE A – FULLTIME, PERMANENT TEACHER  

APPLICATION FORM 
Applications close on the 23rd November 2018 at 4pm. 

Position commences Term 1 2019 (30th January) 

 

Position Applied For: Scale A – Permanent, Fulltime Teacher 

 

Personal Details: 

Name _______________________________________________________ Date of Birth __________________ 

 

Address ________________________________________________________________________________________ 

 

Contact Details Home ___________________  Other _______________________ 

 

  Mobile _____________________ Email_______________________________________ 

 

Registration: 

Attach evidence of current teacher registration.  

 

Teaching Experience: 

Please list below your past and current teaching experience. 

Name of School        Duration of Service 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

 

 

Other Experience/Skills: 

Please list any other relevant experience or skills you have had that are relevant to the position you are applying for. 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 
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_____________________________________________________________________________________________ 

 

Qualifications: 

Please list below all qualifications educational or other relevant qualifications. 

 

Qualification        Date Attained 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

___________________________________________________  __________________________________ 

 

 
Suitability for Position: 

Please supply (below or on a separate document)  
details as to why you believe you are suitable for this position, please relate information to Job Description / Ideal 
Person Specification and position as advertised.   Continue on a separate sheet if necessary. 

 
Referees: 

Unless you specify otherwise this application gives permission for the Appointment Committee at Longburn School to 
contact your current and past employers and other persons who will be able to verify the information you have 
supplied in your application. (See below # ) 
 
Please supply details of the three people who you have asked to provide a reference for you (2 written and 1 verbal): 

 
Name & Position Held    Address    Contact Phone No 

 
Written 
 _______________________________________________________________________________________ 
 
Written 
 _______________________________________________________________________________________ 
 
Verbal 
 _______________________________________________________________________________________ 
 
 #   I wish you to contact the named referees only [   ]  tick 
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Disclosure and Consent 

The suitability and integrity of all perspective employees must be verified to the satisfaction of the Longburn School 
Board of Trustees before an appointment can be confirmed.  
To assist us with this process, please answer the following questions. 
 

HAVE YOU EVER BEEN CONVICTED OF AN OFFENCE AGAINST THE LAW? (Apart from summary offences)       YES / NO 

If YES enclose a certified copy of the entry in the Criminal Record Book relating to the conviction(s), obtained from the 

Register of the Court concerned.   The copy should be accompanied by any comments regarding the offence which 

you wish to make.   Please give full details. 

 

HAVE YOU ANY CHARGES PENDING PERTAINING TO ALLEGATIONS THAT FALL INTO THE FOLLOWING CATEGORIES - 

SEXUAL, DISHONESTY, VIOLENCE?             YES / NO

    

 

IS THERE ANY REASON WHY YOU SHOULDN’T BE EMPLOYED IN THE SCHOOL ENVIRONMENT?                          YES / NO 

 

HAVE YOU EVER BEEN PLACED ON COMPETENCY OR FACED DISCIPLINARY ACTION AGAINST YOU BY YOUR CURRENT 

EMPLOYER OR FORMER EMPLOYERS?              YES / NO 

 

 

HAVE YOU EVER FACED DISCIPLINARY ACTION BY THE NEW ZEALAND TEACHERS COUNCIL?                              YES / NO 

                                                                                                                                                                                  

HAVE YOU, OR DO YOU CURRENTLY HAVE, A MEDICAL OR MENTAL HEALTH CONDITION OR DISABILITY THAT MAY 

EITHER; BE A THREAT OR A DANGER TO OTHERS OR PREVENT YOU FROM FULFILLING YOUR DUTIES AS AN EMPLOYEE?                                                                                                                                                                          

YES / NO 

 

If you answered Yes to any of the questions above, please provide details of the issue. 

 
Declaration 
In accordance with the Privacy Act 1993, I give consent for the Board of Trustees or their representatives to make 
enquiries from the referees listed in this application and give consent to the referees making such information 
available.  
I certify that all information in this application and in my Curriculum Vitae is true, correct and verifiable. 
I confirm that I have not held back any details that relate to my unsuitability for the position. 
 

Please note:  Failure to provide correct and true details of any convictions or reasons for possible unsuitability for this 

position will make you liable to dismissal from the employment of the Longburn School Board of Trustees, should you 

be the successful applicant. 

 

Applicant’s name: 

 

Applicant’s signature:  

 

Date signed: 
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Referee’s Report  

Our Appointments Committee appreciates the time and effort you will give in completing this form. 
 

All information given will be strictly confidential. 
After the interview all Referee’s Statements will be destroyed. 
Envelopes should be endorsed “Confidential Application’ 

 
Referee’s name:  ______________________________________ 
 
Phone Number:    (___)__________________________________ 
 
Name of Applicant:  ______________________________________ 
 
Position Applied for:  ______________________________________ (at Longburn School) 
 
 
In what capacity have you known the applicant:   __________________________________________ 
 
Length of time applicant has been known to you:  _____________________________________________ 
 
Your present position:  _______________________________________________________________________ 
 
(Please comment on the following aspects as they relate to the applicant’s suitability for the position indicated above) 
 
Personal qualities: __________________________________________________________________________ 

_________________________________________________________________________________________ 

_________________________________________________________________________________________ 

Relationships with children: ___________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________ 

Ability to meet individual needs:____________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________ 

Relationships with colleagues:______________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________ 

Professional competence relevant to position: 
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Teaching skills: __________________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________ 

Administrative Skills: _______________________________________________________________________ 

________________________________________________________________________________________ 

Leadership Skills: ________________________________________________________________________________ 

_______________________________________________________________________________________________ 

Ability to develop areas of responsibility: ____________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________

Known strengths: ________________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

General comments about the applicant: _____________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

_______________________________________________________________________________________________ 

 

  (Continue on a separate sheet if necessary) 
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Signature of referee: ______________________________________ Date: _________________ 
 
Thank you again for your help. 
 
Please either scan and email this report to principal@longburn.school.nz or post (marked ‘confidential’) to: 
Jo Emerson - Principal  
Longburn School 
Carey Street 
Longburn  
Palmerston North 4412 

 
The report should be received no later than: 4:00pm 23rd November 2018 

 

GUIDANCE TO REFEREES: 
You may find the following guidelines helpful as you complete the applicant’s report. 
 
PERSONAL QUALITIES:   These may include the applicant’s attitude to the role of the teacher; ability to understand 
and utilise new knowledge; vitality; initiative; bearing and manner inside and outside the classroom; and applicant’s 
understanding of the aims of education, inclusive education practice, and communication skills. 
 
RELATIONSHIPS WITH CHILDREN:   This may include comment on the applicant’s classroom relationships and 
control; participation in the wider activity of pupils. 
 
RELATIONSHIPS WITH COLLEAGUES/OUTSIDE AGENCIES:   These may include the ability to establish satisfactory 
working relationships; comment on the acceptance and recognition by professional colleagues of the applicant’s 
leadership or participation in the school’s programme. 
 
PROFESSIONAL COMPETENCE:   This should include quality of planning; implementation and evaluation of 
appropriate learning programmes; awareness of pupils’ needs and problems of pupil development, selection and 
use of appropriate teaching methods and resources.   Ability to develop programmes and activities outside the 
classroom and in aiding other pupils and teachers to gain from their expertise. 
 
KNOWN STRENGTHS:   Comment on the strengths the applicant has for the benefit of the school and in the 
community. 
 
RELATIONSHIP WITH THE COMMUNITY:   These may include communication of school aims to parents the wider 
community, and the nature of the applicant’s participation in community life. 
 
AREAS OF RESPONSIBILITY:   Should include comment on applicant’s ability to delegate, to guide, and to supervise 
professional colleagues, initiate and affect school programmes; to win enthusiasm and support for educational and 
school goals. 
 
GENERAL:   Please make any general comment you feel may assist the appointment committee to fill the position 
advertised on the basis of qualifications, professional competency and relevant experience. 

 
 

mailto:principal@longburn.school.nz

