
                                  

 

                                         

September 9 2019 
 

Re: Application for a full-time permanent Learning Support Coordinator, commencing Term 1 2020, 
(0.5 FTTE Clarkville School, 0.5 FTTE Tuahiwi School) 
 

Thank you for your interest in receiving an information pack for the above position at Clarkville and Tuahiwi 
Schools. The successful applicant will be an experienced teacher with strong interpersonal skills and an ability to 
build relationships with our students, whānau and kaiako/teachers. This is a new role that will be developed 
according to the needs of our students across the Katote Kahui Ako. While employed by Clarkville School, the 
successful applicant will work equitably across both Clarkville and Tuahiwi Schools.  
 

Please see the following documents to assist you with your application: 

• Position description  
• Application form 

Applications close at 4pm on Wednesday 9 October. If you have any queries about the application please contact 
me at principal@clarkville.school.nz.  
 

Proposed timeline for appointment 

Position advertised Monday 9 September 

Applications close 12pm Wednesday 9 October 

Shortlist notified Friday 11 October 

Interviews conducted Wednesday 16 October 

Successful applicant notified Following interviews 

Position commences Term 1 2020 

 

Your application must include a covering letter detailing your suitability for the position in relation to the job 
description, a CV and the completed application form. Electronic applications are preferred.  
 

Please send your completed application to admin@clarkville.school.nz. 
 

Thank you for your interest in this position. We look forward to considering your application. 

 

Yours sincerely 

 

Juliana Rae 

Principal 

Clarkville School 



                                      

                          
Position Description – Learning Support Coordinator 
 

 
Reporting to: Principals of Clarkville and Tuahiwi Schools 
Date of commencement: January 2020 
Agreement: Primary Teacher’s Collective Agreement 
(Job Description to be signed on appointment or in Term 1 annually) 
 
 
Background 
The Government has announced funding of $217 million over four years to establish the first tranche of around 600 
full-time equivalent Learning Support Coordinators (LSC) in schools and kura from 2020. The Government intends 
that there will be further tranches to progressively roll out LSC coverage to all schools. The first tranche of LSCs will 
test some aspects of the role and enable refinements to be made in the second tranche. It is expected that the first 
LSC’s will contribute to this refinement of the role by participating in the LSC evaluation.  
 
Since 2015, the Ministry of Education (the Ministry) has been working to improve the delivery of learning support 
services to ensure that children and young people get the right support at the right time. A new Learning Support 
Delivery Model (LSDM) has been designed covering early learning, schools and kura, drawing on best practice 
overseas as well as other New Zealand models that highlight the value of flexibility and responsiveness to the local 
community. The LSDM is a collaborative way of working where kaiako/teachers and other professionals, whānau 
and the community are able to identify children’s learning needs, plan together on how best to support them, and 
access supports through their shared network and Ministry facilitated service provision.  
 
The LSCs will work within the LSDM and will be part of a learning support team working across all of its elements. 
The LSDM will provide the context, infrastructure (i.e. cluster arrangement, learning support register etc) and 
network of support for LSCs to undertake their roles in schools and kura, and across their clusters.  
 
This role description sets out the core purpose, focus and functions for the LSC role. Local settings and the needs 
of specific clusters in which the role operates will influence how the functions are carried out in the local context 
and over time. 
 
Purpose of the role 
The purpose of LSC role is to ensure children and young people with disability and additional learning needs have 
access to the services they need. They will substantively contribute to a collaborative approach that organizes 
learning support around what best meets the needs of children and young people across a local community. They 
will help simplify the current learning support system, particularly for the key stakeholders that interact with it, 
including parents and whānau. 
 

 
Learning Support Coordinator: Role description  
Role Description 
The LSC role is intended to be a full time, dedicated role. This role will need to be able to work with and influence 
the school or kura leadership team. They will also need to be able to build relationships across providers within the 
community of the LSDM.  



 
LSCs will work to build the learning support capability of kaiako/teachers, and to help identify and plan for the 
learning support needs of all of the children and young people in their cluster. This is a co-ordinating role (rather 
than a teaching role) but requires the incumbent to be an experienced teacher in order to know how to engage 
with kaiako/teachers to support the development of their practice in working with children and young people with 
a range of learning support needs.  

The LSCs will work closely with the Ministry’s Learning Support Facilitators through the LSDM to help build core 
capability in schools to support the range of identified needs and to connect with a range of specialist supports 
and services, such as Resource Teachers, and those provided by other agencies, such as Oranga Tamariki – 
Ministry for Children, and community organisations. LSCs will also work with a range of colleagues, including gifted 
coordinators and other professionals, and Special Education Needs Coordinators (SENCO) where such roles are 
retained by schools, as part of a cluster’s learning support team. 

 

Role Requirements 

To be considered for the position, applicants will be registered teachers and have ...  

• excellent professional relationships with staff, students and whānau 
• demonstrated successful experience in working with and including children and young people with learning 

support needs in the classroom  
• a sound knowledge, commitment to, and understanding of the learning support system and the Learning 

Support Action Plan priorities  
• the ability to engage at a school or kura and cluster leadership level  
• influencing skills at a working level within a school or kura and the wider cluster  
• understanding of te ao Māori  
• a current teaching practising certificate and relevant teaching qualification  
• met professional standards relevant to their current position.  

 

Role Functions 

The functions of the LSC role have been grouped so that they focus on five key groups of stakeholders in order to 
meet learning support needs 

• support students by identifying students with additional needs, either in school or in connection with other 
schools and agencies. Once identified: 
o Create individual education plans in conjunction with the teachers and agencies 
o Connect the school and student with outside agencies to provide an in school support plan 
o Facilitate the provision of the plan, implementation and review 
o Coordinate special assessment conditions (High School specific) 
o Coordinate teacher aid programmes delivery and review 
o Support the transition of students into their new kura 

• support kaiako/teachers in schools and kura to lift their capability to better meet the needs of learners, and to 
strengthen their connections with early learning services;  

• support for parents and whānau to partner successfully with their school or kura and develop an understanding 
of learning support processes and who to contact if needed;  

• work with other LSCs across the cluster, and connect with the Learning Support Facilitator and wider agencies, 
such as Oranga Tamariki—Ministry for Children, to access services and resources to support learners;  

• work with the school or kura leadership team to endeavour all students receive the appropriate support to 
enhance their learning and progress.  

While the LSC role will focus on all five stakeholder groups, how many and how much of the associated functions are 
undertaken by the LSC will depend on the needs and context of the school, kura, ngā kōhanga reo, and early learning 
services in a cluster.  
 
 



 
Learning Support Coordinator: Role description 

Stakeholder focus Function 

Support students by identifying students with 
additional needs, either in school or in connection 
with other schools and agencies. 

Supporting the development of an inclusive environment 
in the cluster for all students and help create a common 
understanding of what this means; 
 
Working with classroom teachers, other professionals and 
parents to 
identify student’s needs early and respond in a timely 
manner with the 
right support; 
 
Occasionally working with individual students to provide 
direct support 
where appropriate; 
 
Ensuring a Learning Support Register of students’ needs 
(at school and 
cluster levels) is kept up-to-date, and used regularly by 
authorised staff.  Information sharing and privacy protocols 
must be followed; 
 
Supporting kaiako/teachers to ensure that students 
receiving specialist 
support have an individual learning plan; 
 
Contributing to learning support system improvements, 
including smooth transitions for learners from early 
learning into school, between year levels, into secondary 
school, and into further education, training or work. 

Support kaiako/teachers in 
schools and kura to lift their 
capability to better meet the 
needs of learners, and to 
strengthen their connections with 
early learning services.  

Contributing to the identification of learning support 
needs across the school or kura and cluster through the 
provision of tools and advice to teachers;  
 
Providing the learning support team with evidence-based 
strategies, practices, and guidance about what will make a 
difference for their students;  
 
Embedding a culture of collaboration between the LSC 
and teaching professionals where different approaches are 
openly observed and shared;  
 
Working with the learning support team (teachers and 
teacher aides, SENCOs, gifted coordinators, and other 
professionals) to develop its capability through training 
and professional development;  
 
Working with the learning support team to decide on the 
best use of available learning support resources to meet 
the needs of children;  
 



 
Providing kaiako/teachers across a cluster with clear 
avenues to seek additional advice on meeting the learning 
support needs of all students. 

Support for parents and whānau to partner successfully 
with their school or kura and develop an understanding 
of learning support processes and who to contact if 
needed. 

Ensuring parent, whānau and student voice is heard and 
represented when the school or kura is making decisions 
about learning support;  
 
Providing parents and whānau with access to resources 
and guidance at an early stage so they are able to be pro-
active in school engagement about their children;  

 
Leading school and kura-wide engagement and 
communication with parents and whānau of students with 
learning support needs;  
 
Helping kaiako/teachers build capability and confidence in 
working in partnership with parents and whānau, and 
working directly with parents on more complex or disputed 
matters. 

Work with other LSCs across the cluster, and connect 
with the Learning Support Facilitator and wider 
agencies, such as Oranga Tamariki—Ministry for 
Children, to access services and resources to support 
learners 

Using the learning support register and assisting with 
planning to meet needs as students move through the 
system;  
 
Working with LSCs across a cluster and the Ministry’s 
Learning Support Facilitator to build a strong learning 
support network across a range of providers and agencies;  
 
Developing expertise and a connected network / 
community of practice that shares good practice and up to 
date information, guidance, resources and support;  
 
Collect information for research and evaluation purposes 
to assist the Ministry of Education and school/kura with the 
development of the LSC role and the LSDM. 

Work with the school or kura leadership team to 
endeavour all students receive the appropriate support 
to enhance their learning and progress 

Providing regular reporting, drawing on the learning 
support register, to the school and kura leadership about 
student numbers, needs and trends regarding learning 
support;  
 
Raising and advising on particular capability development 
needs related to learning support for kaiako/teachers and 
learning support professionals;  
 
Raising learning support related issues that require 
leadership involvement in order to resolve;  
 
Influencing school wide system and resource decisions to 
support students with learning support needs;  
 
Helping to create shifts toward earlier intervention and 
group delivery of LS services. 

 



 
Professional Knowledge, Relationships, Values and Engagement 
 
Domain: Professional Knowledge in Practice - Ako 

 
Focus Area Broad Standards Applicant Demonstrates Successful Practice 

and Understanding of... 

Bicultural 
knowledge and 
practice 

Supports the development of expertise across the 
school and/or cluster in learning support in 
bicultural and/or bilingual Aotearoa New Zealand, 
consistent with the Treaty of Waitangi, to support 
improved outcomes for Māori students 

Implications and applications of the Treaty 
of Waitangi in New Zealand school 
settings;  
 
Māori enjoying and achieving educational 
success as Māori;  
 
Working collaboratively on bicultural 
initiatives. 

Planning for 
success 

Promoting evidence-based strategies, practices, 
and inquiry processes to plan, implement and 
review effectiveness in progressing school or kura 
goals to improve outcomes for diverse (all) 
students 

The development of systems and processes 
that result in improved outcomes for 
diverse (all) students particularly for those 
requiring additional support, or accelerated 
opportunities. 

Effective learning 
support 
knowledge about 
what works best 

Helps to develop and implement strategic change 
across a school/cluster/Kāhui Ako with the current 
and relevant research evidence to support the 
learning and progress of every student in ways that 
recognise their identity, language and culture 

Leading change with colleagues using 
current and relevant research evidence to 
improve leadership and teaching capability 
to support every student to learn and 
achieve in ways that recognise their 
identity, language and culture. 

Professional 
Learning 

Works responsively with colleagues to identify 
teachers’ and their own professional learning 
strengths and needs using a range of evidence.  
 
Works collaboratively to enhance capabilities to 
improve teaching, and learning outcomes for 
diverse (all) students 

Using a range of evidence to collaboratively 
identify professional learning strengths and 
needs of self and others; monitor progress 
towards goals;  
 
Leading collaborative professional learning 
approaches that improve outcomes for 
diverse (all) students. 

 
 

 

 

 
 
 



                                      

 

                       
Application for Employment 

 
Important Notes for Applicants 
Thank you for applying for a position with our school. Please ensure you have a copy of the Application Letter & 
Requirements before completing this application.  

1.     Please complete this form personally. First, read it through, then answer all questions and make sure you 
sign and date where indicated on the last page. 

2.     Attach a curriculum vitae (CV) containing any additional information. 

3.     Copies only of qualification certificates should be attached. If successful in your application you will be 
required to provide the originals as proof of qualifications. 

4.     If you are selected for an interview you may bring whānau/support people at your own expense. Please 
advise if this is your intention. 

5.     Failure to complete this application and answer all questions truthfully may result in any offer of 
employment being withdrawn or appointment being terminated, if any information is later found to be false. 

6.     All applicants will be required to give consent to a Police vet. 

a)     Applicants may not be employed as a children’s worker if they have been convicted of a 
specified offence listed in Schedule 2 of the Vulnerable Children Act 2014, unless they obtain 
an exemption. The Criminal Records (Clean Slate) Act 2004 will not apply to these specified 
offences and these offences will be included in your Police vetting results. 

b)    The Clean Slate Act provides certain convictions do not have to be disclosed providing: 

·       you have not committed any offence within 7 consecutive years of being sentenced 
for the offence 

·       you did not serve a custodial sentence at any time 

·       the offence was neither a specified offence under the Clean Slate Act 2004 nor a 
specified offence under the Vulnerable Children Act 2014 

·       you have paid any fines or costs 

Please note that you are not obliged to disclose convictions if you meet the above conditions but 
can do so if you wish. If you are uncertain as to whether you are eligible contact the Ministry of 
Justice. 

7.     Shortlisted applicants being interviewed will need to provide originals of both a primary identity 
document (e.g. passport) and a secondary identity document (e.g. New Zealand driver license). A list of 
acceptable primary and secondary documents is available in the last sections of the Vulnerable Children 
Regulations 2015. 

8.     This application form and supporting documents will be held by the board. You may access these in 
accordance with the provisions of the Privacy Act 1993. If you have any queries, please contact the person 
cited in the advertisement. 



 

 

 
Application for Employment: Declaration Form   

Learning Support Coordinator: Full time permanent from 2020 
 

Thank you for applying for a position with our school. 
● Please ensure you complete this form personally.  Include this form with your application.   
● This declaration form and supporting documents will be held by the school. You may access it in accordance 

with the provisions of the Privacy Act 1993.  If you have any queries, please contact the person cited in the 
advertisement.  

 
Personal Details 
Full Name:  Click here to enter text. 
 
Are you known by any other name(s)? (if yes, please provide below)     Yes / No 
Click here to enter text. 
 
Maiden Name (if applicable):  Click here to enter text. 

 
Full postal address: Click here to enter text. 

Email address: Click here to enter text. 

Contact telephone numbers: Click here to enter text. 

Educational Qualifications 
 

TEACHING QUALIFICATIONS 
relevant to the position 

DATE AWARDED 

  
  

  

  
  

  

  
  

  

  
Employment History 
 
Please list your work experience for the last five years beginning with your most recent experience. Please explain 
any gaps in employment. If you were self-employed, give details. Attach additional sheets if necessary. 

SUMMARY OF POSITIONS HELD    commence with current position 

School/Institution Position/Class(es) Period of employment 

  
  

    

  
  

    



 

 

  
  

    

 
Referees: 
  

Name Organisation Position/ 
Relationship 

Daytime phone 
number 

Cell phone 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

Click here to enter 
text. 

 

Authority to approach other referees 

I authorise the Board, or nominated representative, to approach persons in addition to the referees 

whose names I have supplied, to gather information related to my suitability for appointment to the 

position. 

Yes / No 
 
 

I authorise the Board, or nominated representative, permission to access any information held by the 

Education Council of Aotearoa New Zealand (EDUCANZ) or any other educational organisation, 

including information regarding matters under investigation, to gather information related to my 

suitability for appointment to the position.  

Yes / No 

 

 

Identity Verification, Criminal Record and Right to Work 

Shortlisted applicants being interviewed will need to provide originals of two types of identification (one photo ID, 
eg passport or New Zealand driver licence, and the other a record ID, eg birth certificate). 

 

Immigration information:  
Are you a New Zealand citizen?                                                                     
 
If not, do you have resident status, or                                                             
 
A current work permit                                                                                       

If “Yes”, please detail: Click here to enter text. 

 
Yes / No 

 
Yes / No 

 
Yes / No 

Teacher registration: 
Teacher registration number:  Click here to enter text.           Expiry:  Click here to enter text.   
 

 



 

 

Status:  (full/provisional/subject to confirmation):  Click here to enter text. 

Have you ever received a police diversion for an offence?                               

If “Yes”, please detail: Click here to enter text. 

Yes / No 

Have you ever been convicted of a driving offence which resulted in temporary or permanent loss of 
licence, or imprisonment?  

If “Yes”, please detail: Click here to enter text. 

Yes / No 

Have you been convicted of or charged with any criminal offence in the last seven years? 

If “Yes”, please detail: Click here to enter text. 

Yes / No 

Are you awaiting sentencing or have charges pending?         

If “Yes”, please state the nature of the conviction/cases pending: Click here to enter text. 

Yes / No 

Have you ever been the subject of any concerns or complaints involving the safety of students, children 
or vulnerable adults? 

If “Yes”, please detail:  Click here to enter text. 

Yes / No 

Have you had any injury or medical condition caused by a gradual process, disease or infection, such as 
occupational overuse syndrome, back injury or strain, stress or repetitive strain injuries, which the wide 
range of tasks of this position may aggravate or contribute to?  

If “Yes”,  please detail:  Click here to enter text. 

Yes / No 
 
 

Have you suffered from any other medical or health conditions, or injury, affecting your physical or 
mental health which may impact on  your ability to effectively and safely carry out the wide range of 
tasks, functions and responsibilities required of this position? 

If “Yes”,  please detail:  Click here to enter text. 

Yes / No 

Do you take any medications, either prescribed by a medical practitioner or self-prescribed, that may 
affect you in the functions of the role? 

If “Yes”,  please detail:  Click here to enter text. 

Yes / No 

Is there any further medical, dietary or other information that you wish to share? 

If “Yes”,  please detail:  Click here to enter text 

Yes / No 

In addition to other information provided, are there any other factors that we should know to assess your 
suitability for appointment and your ability to do the job?  

If “Yes”, please elaborate: Click here to enter text. 

Yes / No 

 
 
I certify that: 

● The information I have supplied in this application is true and correct.  
● I confirm in terms of the Privacy Act 1993 that I have authorised access to referees.  
● I know of no reason why I would not be suitable to work with children/young people. 
● I understand that if I have supplied incorrect or misleading information, or have omitted any important 

information, I may be disqualified from appointment, or if appointed, may be liable to be dismissed. 



 

 

 
Signature:  Click here to paste signature.     Date:  Click here to enter text. 


