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Application Information 
 
Thank you for applying for the position of Principal – St Bernard’s Catholic Primary School, Brooklyn, 
Wellington 
. 
Here at St Bernard’s Catholic School, we educate the whole person. We work to ensure that our children 
have the opportunity to become the best they can possibly be, in an environment that is underpinned by lived 
Gospel values. The Board of Trustees, together with the staff and parent community, all work in partnership 
to provide our children with 
the best possible primary education - academic, social, spiritual and physical.         
 
We aim for every child to leave St Bernard’s Catholic School with a love of learning, with the skills and 
confidence to be a learner for life, and with an intrinsic belief in their goodness as a child loved by God.  
 
The appointment process for the position of Principal will be carried out with the intention of identifying a 
suitably qualified leader who is able to build on this vision through their exceptional leadership and 
appreciation of current education approaches and methodologies. 
 
All information submitted for this position will be disclosed only to Board Members of the school, Principal 
Adviser and any education consultants engaged by St Bernard’s as part of the appointment process. The 
information of those unsuccessful applicants will be retained securely and destroyed after 90 days from the 
appointment of the successful applicant. 
 
Please provide the following: 

• A completed application form.  

• A curriculum vitae (CV) and covering letter containing any additional information. 

• Photo identification  

• A completed S464 form related to Special Character, which needs to completed and returned with 
your application. 

 
Note: Copies only of qualification certificates should be attached. Originals as proof of qualifications may be 
requested.  
 

Please send your application to:  

Email (preferred) office@wellingtonsouthcatholic.org 

Post:  
 Chairperson – Appointments panel 
 St Bernard’s Catholic Primary School 
   40 Taft St 
   Brooklyn 
   Wellington 6021 
  

The closing date for applications is 7 November 2019. 
 
If you have any further questions or require additional information, please contact Joe Green (until 20 
November 2019) 

Phone: 021 121 3875 

Email:  joe.green@wellingtonsouthcatholic.org 

After 20 November 2019, please contact Aleks Zajac, aleks.zajak@gmail.com (0210759555) 

 

 
 
 
 
 
 
 
 
 

mailto:joe.green@wellingtonsouthcatholic.org
mailto:aleks.zajak@gmail.com
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Appointments process timeline  
The St Bernard’s Catholic School Board has set the following timeline for the appointment of the new 
Principal. Every effort will be made to keep to the following schedule in selecting the successful candidate. 

 
Timeline for the appointment of the Principal of  

St Bernard’s Catholic School 

Advertise position 22/10/19 

Applications Close 7/11/19 

Shortlisting and notification for Interviews 
Week begins 18/11/19 

 

Interviews 30/11/19 or 1/12/19 

Candidates Notified of Outcome 5/12/19 

Confirmation of Appointment 8/12/19 

Preferred commencement of appointment TBN 

 
 

 
 
About St Bernard’s Catholic Primary School 
 
As an integrated Catholic school, St Bernard’s has enjoyed a long tradition of faith and excellence. The 
Catholic character of our school focuses on helping students and whanau to develop a relationship with 
Jesus Christ in their daily lives, and to live by His values.  We pray together every day, have Mass weekly, 
with classes rotating (each class attends Mass every three weeks) and our Catholic character underpins 
everything we do. 
 
St Bernard’s Catholic School provides a warm, caring, family environment with three classrooms in a 
suburban setting.  The school is situated in Brooklyn, Wellington, and was founded by the Sisters of Mercy. 
Today the roll is approaching 60 students. 
 
One of the key ways we promote excellence in life-long learning is our focus on the Inquiry process. Children 
at all levels are learning how to learn, using many tools and strategies to assist them. Children are being 
taught the skills they need to become life-long learners and take ownership of their learning. This empowers 
them to become independent and interdependent learners.  
 
We provide rewarding and successful sporting and physical education opportunities for all our students, both 
on site and by taking opportunities externally. 
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Students have the opportunity to participate in a range of cultural, artistic, and performance experiences both 
within school and the wider community. 
 
Parents and caregivers are encouraged to take an active part in their child’s learning and we welcome 
involvement in our class programmes.  We are very fortunate to have a community who generously and 
consistently give their time and energy to support the school in many ways. 
 
You can learn more about our school at www.stbernards.school.nz. 

 
 

PRINCIPAL PERSON SPECIFICATION 

 

Experience 

➢  Current New Zealand Fully Registered Teacher 

➢  Proven experience as a successful teacher 

➢  Proven experience as a management team leader 

➢  Experience in a position of leadership 

Catholic Philosophy 

➢ A practising Catholic who understands and is dedicated to the ministry of Catholic education; 

➢ Actively fosters the Catholic identity of the school by promoting Catholic values and nurturing the faith 

formation and spirituality of staff and students in an environment compatible with the philosophy and 

spirit of the school. 

Leadership 

➢   Firm and fair in the management of staff and students 

➢  A confident public speaker, a clear communicator 

➢  High expectations of self and others in terms of ethics, integrity and discipline 

 Able to inspire, motivate and model a positive attitude 

➢              Able to delegate responsibility to others 

➢  A team player who works hard and leads by example, a role model who lives the Gospel 

values 

➢  

➢  Makes informed timely decisions based on sound analysis 

➢  Proven capability to lead others, is collaborative, sets goals and plans pathway to  success 

➢  Actively seeks personal professional development and encourages professional 

 development in others 

Thinking 

➢   Has clear educational philosophy, which is a good match to school vision and aims 

➢  Is up to date with current pedagogy and educational initiatives 

➢  A strategic forward thinker with big picture vision 

➢  Takes time to be informed, is prepared to be innovative 

➢              Manages conflict and stress well  & other challenging situations effectively 

➢ Respects the role of the school’s proprietor and the role of the Archdiocese of Wellington 

➢  Respects the role of the Ministry of Education and the Education Review Office 
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➢ Respects the role of New Zealand Catholic Education Office and the Catholic Schools 

Education Service 

➢  Actively seeks personal professional development 

➢  Is able to take direction from the Board of Trustees, ensuring the focus of the school is on  

➢              student progress & achievement and developing all students to their full potential. 
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Relationships 

➢  Connects and engages with a wide range of people and cultures within the school and the 

             wider community   

➢  Is open and approachable with good communication, negotiation and mediation skills 

➢  Well-developed listening skills 

➢  Shows interest in students and their progress and achievement both in and out of school 

➢  Has a sense of humour and relates well to others 

➢  Demonstrates empathy and can manage difficult situations with sensitivity and discretion 

             when appropriate 

➢  Is visible and “out and about” in classrooms, school grounds, school related 

 community events 

➢  Makes it a priority to be available to parents / caregivers, staff and students 

Knowledge & Skills  

➢  Has sound pedagogical practice 

➢  Has good organisational & administration skills 

➢  Has strong interpersonal skills 

➢  Identifies & nurtures strengths in others 

➢  Has project and change management skills 

➢  Has knowledge & understanding of bi-cultural and multi – cultural priorities 

➢  Has consistent approach to student behaviour management 

➢  Has knowledge and understanding of legislation in the education sector and workplace 

➢  Understands the role and implications of the Treaty of Waitangi in education 

➢  Has knowledge & experience of all the following aspects: 

- New Zealand Curriculum 

- New Zealand Catholic Education Curriculum 

- Education Review Office 

- Student Management Systems 

- National Standards 

- Pastoral Care 

- School Finances and Budgets 

- Performance Appraisal 

- Restorative Practice/Conflict resolution 

- Information technologies 
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PRINCIPAL JOB DESCRIPTION 

 

JOB TITLE:   Principal 

REPORTS TO:   Joe Green, Chair, Board of Trustees 

DIRECT REPORTS:  Deputy Principal, teaching and support staff 

KEY RELATIONSHIPS 

INTERNAL:   Board of Trustees, all staff and students 

EXTERNAL:   Catholic Parish of Wellington South, Ministry of Education, NZTA, 

Catholic Education Office.  

 

ST BERNARD’S CATHOLIC PRIMARY SCHOOL, BROOKLYN, WELLINGTON 

St Bernard’s is a family-centred Year 1-8 Catholic School located in Brooklyn, Wellington. It is 

one of three Catholic Primary Schools in the Catholic Parish of Wellington South. 

 

SCHOOL VISION 

He ara ki to ao 

 

SCHOOL MISSION 

We are unconditionally loved by God, empowered to grow into the best person we can be.  Our 

Catholic faith connects us to others. 

Our learning environment nurtures us to develop the knowledge, skills and attitudes to be 

confident, connected, resilient, and active life-long learners, enriched in our relationship with 

Jesus. 

 

ROLE PURPOSE 

The Catholic school principal at St Bernard’s serves not only as the educational leader but also 

as the spiritual exemplar of the school. Emphasizing qualities of excellence, commitment, 

creativity, and innovation in all school endeavours. The principal guides a community 

committed to the development of the whole child.  
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The school Principal is responsible for managing the policies, regulations, and procedures to 

ensure that all students are supervised in a safe Catholic learning environment that meets the 

approved curricula and mission of the school. 

Achieving academic excellence requires that the school Principal work collaboratively to direct 

and nurture all members of the school staff and to communicate effectively with parents.  

Inherent in the position are the responsibilities for scheduling, curriculum development, 

extracurricular activities, personnel management, emergency procedures, and facility operations. 

The Principal is the professional and administrative head of the school. The professional 

development of staff is a key part of this role. 

The Principal’s role is to lead and manage the school in the achievement of its vision and 

mission in a manner consistent with the school charter, the strategic plan, Board policies, and all 

statutory and regulatory requirements. 

The principal is responsible for establishing, demonstrating and promoting the highest standards 

and expectations for academic performance, behaviour and spiritual growth of all students, as 

well as directing and nurturing all members of the school staff and the school parents, who are 

recognized as the primary educators of their own children. 

The Principal is a full Board member in his/her own right, sharing with other Trustees the                                                                             

collective responsibility for the governance of the school.  At the same time, in the role of the 

Chief Executive Officer (CEO), the Principal fulfils a position as the main advisor to the Board. 

The Principal, as the chief advisor to the Board of Trustees, will consult with the Board 

regarding policy and the review, development and implementation of the strategic    plan and 

charter.  The Principal will prepare the annual operational plans and budgets for Board approval. 

The Principal is employed by and responsible to the Board of Trustees for the effective day-to-

day operation of the school and for all other delegated responsibilities. 

The Professional Standards set out in the Primary Principals’ Collective Agreement provide a 

baseline for assessing satisfactory performance within each area of practice. The standards form 

part of the principal’s performance agreement and will reflect the school / Board goals, the 

principal’s job description and more specific objectives. 

The Principal’s role involves five main areas of responsibility.  In each of these areas the 

Principal will implement Board approved policies and prepare the supporting procedures to 

ensure that these policies are effectively implemented. 

 

In the role of Catholic Principal 

 

a) The Principal will accept and recognise the primary day-to-day responsibility of developing, 

maintaining and preserving the Catholic Character of the school. 

b) The Principal will be responsible to the Board of Trustees for ensuring that the school 

provides a structured and systematic course in Religious Education in accordance with the 

programmes published in the National Centre for Religious Studies and approved by the 

New Zealand Catholic Bishops Conference and by the Bishop of the diocese. 
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c) The Principal will be responsible to the Board of Trustees for developing in the school a 

community of faith through daily prayer, the sacraments and especially the celebration of the 

Mass. The Principal is expected to take an active leadership role in liturgies and prayer 

involving the whole school. 

d) The Principal will plan, in consultation with the Board of Trustees, to enhance the School’s 

Catholic character, and construct appropriate initiatives to achieve the desired outcomes. 

e) The Principal will ensure that all school staff, both teaching and non-teaching recognise that 

the school is a Catholic school and that each staff member exhibits in their behaviours 

whatever is necessary to enhance the ethos of the school. 

In the role of the Educational / Pedagogical Leader 

 

a) The Principal will effectively lead the teaching staff in the planning, implementation and 

evaluation of educational programmes designed to deliver the New Zealand Curriculum as 

well as other adopted or required national and / or local initiatives and curriculum 

goals/aims. 

b) The Principal will ensure that all teaching and learning effectively contributes to coherent, 

balanced and equitable programmes that reflect national established school targets 

promoting and supporting both in – school learning and co-curricular activities. 

c) The Principal will also ensure that programmes are adapted to the specific learning needs of 

individual children and will enlist the assistance of specialist agencies when and if 

necessary. 

d) The Principal will ensure that all student progress and achievement in all programmes will 

be effectively monitored, recorded and reported generically to the Board and specifically to 

students themselves (as appropriate) and to their families / caregivers.  

In the role of the Professional Leader 

 

a) The Principal will be a visible strong leader with an effective, well developed educational 

orientated skill-set that includes: a sense of humour, great inter-personal skills, a 

commitment to the development of children, strong verbal and written communication skills, 

a calm logical approach, an organiser, a strategic planner and goal setter, has efficient 

administration capabilities, sound financial nous, a collaborative and inclusive style, is a 

good listener, a reflective thinker, a problem solver and decision maker, collaborates as a 

team player who has high expectations of self and others 

b) The Principal will have a key role in the employment of competent staff in all areas of the 

school through the effective implementation of the school’s personnel policies. 

c) The Principal has responsibility for on-going staff appraisal, for the professional 

development and learning of staff through an approved professional development 

programme, for staff discipline and professional conduct as specified in the appropriate 

collective and individual contracts and school policies. 

d) The Principal shall be an effective role model for staff, students and the wider school 

community in terms of how they present and conduct themselves both professionally and 

personally within and outside of the school. 
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In the role of the Administrator  

 

a) The Principal will oversee all aspects of school organisation and management, including 

day-to-day financial management. The Principal will supply such information as may be 

required by the Ministry of Education and other educational agencies or statutory bodies. 

b) The Principal will ensure that the appropriate personnel, salary and leave information be 

provided to the contracted payroll service in a timely and accurate manner. 

c) The Principal will liaise with the Board regarding all property matters, in particular 

expenditure of any Board or MoE funds, major maintenance and on-going capital works. 

d) The Principal will ensure the adherence of all school rules and regulations. 

The Principal will provide effective management of the school’s buildings, equipment and 

grounds to ensure that the environment is clean, safe and contributes to positive educational 

outcomes.  

In the role of the Communicator 

 

a) The Principal will report regularly and effectively to the Board of Trustees on management 

issues and on the progress toward and the attainment of charter and strategic goals.  This 

evidence will be provided on a planned basis and indicate the extent to which policy and 

performance objectives have been met and guideline and procedures followed. 

b) The Principal will liaise effectively with the Chairperson and other Board members at all 

times over matters of mutual interest or concern. 

c) The Principal will provide effective professional and timely advice and reporting to the 

Board.  The Principal will facilitate a harmonious working relationship between the Board 

and school staff. 

d) The Principal will brief staff on all aspects of school governance, management and 

administration to ensure that effective communication networks operate within the school, to 

foster positive staff relationships and to provide staff with the opportunity to participate in 

and contribute to decision-making within the school. 

e) The Principal will promote a climate of trust, co-operation, support and goodwill between 

the school, key stakeholders and the community it serves 

f)  The Principal will maintain a system of effective communication and consultation between 

the school, staff, students, parents and wider community including local iwi. 

g) The Principal will encourage and facilitate parental involvement in the school.  It is the 

Principal’s responsibility to report regularly to parents/caregivers on their children’s 

progress at the school and to the community at large on the school’s progress towards the 

achievement of charter and strategic goals/aims. 
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Important Notes for Applicants 

Thank you for applying for a position with our school.  Please ensure you have a copy of the position 

description and person specification before completing this application.  

• Please fully complete this form personally. Read it through first then answer all questions and make sure 

you sign and date where indicated on the last page.  

• Attach a curriculum vitae (CV) containing any additional information. If you include written references, 

please note that we may contact the writers of the references.  

• Copies only of qualification certificates should be attached. If successful in your application you will be 

required to provide originals as proof of qualifications.  

• If you are selected for an interview you may bring whanau/support people at your own expense. Please 

advise if this is your intention.  

• 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.  

• All applicants will be asked to give consent to a police vet. It is a requirement in the Education Sector for 

all employees to be vetted.  

a) In terms of a Criminal Conviction, the Criminal Records (Clean Slate) Act 2004 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 and  

➢ You did not serve a custodial sentence at any time (this would exclude serious offences 

such as murder, manslaughter, rape and causing serious bodily harm) and  

➢ The offence was not a specified offence (specified offences are in the main sexual in nature) 

and  

➢ You have paid any fines or costs  

Custodial sentences include a sentence of preventive detention and corrective training. Non-custodial 

sentences include fines, reparation orders, community-based sentences and suspended sentences.  Please 

note that you are not obliged to disclose convictions if you are an eligible individual but can do so if you wish. 

If you are uncertain as to whether you are eligible contact the Ministry of Justice.  

b) Under the Vulnerable Children Act 2014, core workers in schools will not be covered by the Clean Slate.  

All serious sexual or violent offenses against children will be included in their police vetting results. The Act 

will make it unlawful to employ people with convictions for these offenses, unless they have an exemption. 

This application 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.  

OFFICE  USE  ONLY:  This  page  must  be  retained  on  file  as  part  of  the application; it must not 

be  removed or destroyed. 
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Application Form 
 
Position - Principal – St Bernard’s Catholic School, Brooklyn, Wellington. 
 
1. PERSONAL DETAILS: 
 
Name:   _______________________________________________________________________  
 
Address:  _______________________________________________________________________ 
 
  _______________________________________________________________________  
 
Telephone:  _______________________________________________________________________  
 
  _______________________________________________________________________  
 
Gender:  _______________________________________________________________________ 
 
Ethnic Identification: ___________________________________________________________________ 
   (Confidential information: to be used for statistical and EEO purposes only) 
 
2. REGISTRATION:  
 
Registration Number:   ___________________ 
  

Practising Certificate Expiry Date:  ____________________ 
 
3. PREVIOUS PAID EMPLOYMENT EXPERIENCE:  
 
Please list in chronological order with the most recent position first.  
 

 Position                                     Employer                                          Date Begun           Date Ceased 
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4. QUALIFICATIONS: (Educational or other relevant qualifications) 
  
 Qualification    Institution      Date Attained 
  
 ____________________________________________________________________________________ 
  

____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 

 
5. PLEASE STATE YOUR PERSONAL EDUCATIONAL STRENGTHS: 
   
 ____________________________________________________________________________________ 
  

____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 

 
6. CONVICTIONS AGAINST THE LAW: 
  
Have you been convicted of any offence against the law (apart from minor traffic convictions)? 
YES/NO 
 
If ‘YES’ enclose a certified copy of the entry in the Criminal Record book relating to the conviction(s), 
obtained from the Registrar of the Court concerned. The copy should be accompanied by any comments 
regarding the offence which you wish to make. Give full details. 
 
NOTE: The Board of Trustees may seek a police clearance from all short-listed applicants or preferred 
applicants prior to confirmation of appointment. 
 
7. DECLARATION AND AUTHORISATION 

A. I declare that the information supplied by me is given voluntarily and is true, accurate and complete in 
all respects. I acknowledge that I will not hold St Bernard’s Catholic School or the Board of Trustees 
responsible for any omission or miss-statements that I have made in the information provided.  

B. I understand that all information provided about me to you, including my application form, curriculum 
vitae, references and any assessments will be held by the St Bernard’s Catholic School Board of 
Trustees to be used for the purposes of evaluating my qualifications, experience and suitability for 
employment as Principal of St Bernard’s Catholic School.  

C. I understand that if I withhold relevant information or supply false or misleading information about me, 
my application may not be further considered. I also understand that my employment may be 



14 

terminated if, after investigation, my employer discovers that any information which I have provided is 
false or misleading.  

D. I understand that I am entitled to have access to relevant information retained by the St Bernard’s 
Catholic School Board of Trustees (except for any exemption provided under the Privacy Act 1993 
such as evaluative material) and to request correction of the information and/or request that there be 
attached to the information a statement relating to the fact that I have requested a correction.  

E. I consent to the Chairperson and/or Appointment Committee personnel making enquiries with such 
organisations including but not limited to inquiries with all former employers, Teacher Registration 
Board, and other bodies or organisations which might hold information relevant to my employment, my 
suitability to manage and any other information that my prospective employer deems necessary to 
obtain.  

  
8. CONFIRMATION 
 
I certify that the information given in this application is to the best of my knowledge correct. I understand that 
this may be verified. 
 
 
Applicants Signature: __________________________________________ Date: ____________________ 
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Referees 

 
Provide details of up to three people who can be contacted to provide reference statements: One of these is 
to be your current Board Chair and a person you have worked closely with. 

  
Name (and Position)  ____________________________________________________________ 
 
Address    ____________________________________________________________ 
 
    ____________________________________________________________ 
 
Capacity Known To You  ____________________________________________________________ 
 
Contact Phone - Home ________________________  Work  _______________________ 
 
 
 
 
Name (and Position)  ____________________________________________________________ 
 
Address    ____________________________________________________________ 
 
    ____________________________________________________________ 
 
Capacity Known To You  ____________________________________________________________ 
 
Contact Phone - Home ________________________  Work  _______________________ 
 
 
 
 
Name (and Position)  ____________________________________________________________ 
 
Address    ____________________________________________________________ 
 
    ____________________________________________________________ 
 
Capacity Known To You  ____________________________________________________________ 
 
Contact Phone - Home ________________________  Work  _______________________ 
 
 
 

 
 

 
 
 

PRIVACY ACT (NZ) 1993 – I authorise  St Bernard’s Catholic School Board of Trustees or its duly authorised agent 

to make enquiries about me within its normal procedures to clarify information or obtain further information in relation 
to this application from any school or any previous employer able to assist the school provided that the information 
obtained is confined to that reasonably required by the school in completing the employment process. 
 
 
Applicants Signature:        Date: 
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S464 FORM 
Education Act 1989, Section 464 

(Previously – Private Schools Conditional Integration act 1975, Section 65) 

 
APPLICATION FOR A POSITION RELATED TO SPECIAL CHARACTER IN A CATHOLIC SCHOOL 
 

A. POSITION BEING APPLIED FOR 

Position:  

School:  

Address:  

 

 

B. PERSONAL 

First Names:  

Surname:  

Address:  

Religion:  

Telephone Number Day:                       Evening: same as day 

e-mail:  

 

C. PARISH  

1.0 Are you a member of a Catholic parish community?                             Yes            No 

 If yes, name and address of parish:...........................................................................................  
 ......................................................................................................................................................  

 
2.0 Are you involved in parish ministry? (e.g. Youth Ministry, Ministry of Word, Eucharist, 

Hospitality, Service, Liturgy)                                                                  Yes          No 

If yes, name of Ministry or Service  ............................................................................................  
 

D QUALIFICATIONS OR COURSES IN RELIGIOUS EDUCATION AND/OR THEOLOGY (See 

Notes)   

 Institution and Year 

  

  

  

  

  

Duplicate and attach relevant CV material or certificates etc as appropriate. 
3.0 If you are a beginning teacher, were you associated with a Catholic school as part of your 

practice teaching professional training?                                        Yes            No 
 If yes, name and address of school(s):   
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PREVIOUS TEACHING EXPERIENCE RELATED TO THE SPECIAL CHARACTER OF A 

CATHOLIC SCHOOL 

  

Position School Year 
Level 

From To 

     

   -  

     

     

     

 

E. OTHER QUALIFICATIONS & EXPERIENCE RELEVANT TO THE SPECIAL 
CHARACTER OF A CATHOLIC SCHOOL (See Notes) 

 

 

 

 
G.  CATHOLIC CHARACTER REFEREES   Please provide three referees.  At least one referee 

must be a priest, ethnic chaplain or lay pastoral leader who is familiar with your religious 
practice. (See note on referees.) 

 

1 Name  
Phone: Day  

Address 
 

            Night  

            Cell  

Email  

 
2 Name  

Phone: Day 
 

Address 
 

            Night 
 

            Cell 
 

Email  

 
3 Name  

Phone: Day 
 

Address 
 

            Night 
 

            Cell 
 

Email  

 
I acknowledge and accept that the information I have supplied will be used by the Proprietor 
(Board of Trustees in secondary schools) in terms of Education Act 1989, Section 464 to assess 
my acceptability for the position as defined in the Act, and also by the Board of Trustees to 
determine my suitability for the position as defined in the Act.  I have read the information in this 
document that explains acceptability. 
 
 
Signed:     .............................................................  Date: ………………… 
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Positions related to special character (S forms) 

The following pages contain the S forms. Copies of the S forms are usually available from any Catholic 
school and are also available on the NZCEO website.  

These forms have been approved by Proprietors for use when a tagged position is being filled. It is essential 
that teachers fill in the form when applying for tagged positions in Catholic primary schools. The Diocesan 
Catholic Education Office needs this information to determine the teacher’s acceptability. Secondary school 
Boards also use the S form so that they can decide which applicants fulfil the requirements of the tag. (See 
Part 4 for detailed explanations of tagged positions.)  

These forms are referred to as S464 and S467 forms (the numbers refer to sections in Part 33 of the 
Education Act 1989).  

Section 464 positions include the principal, the DRS and all those other tagged positions that require the 
successful applicant to have the willingness and ability to take part in religious instruction appropriate to 
the special character of the school.  

Section 467 makes provision for special positions whose tag wording differs from the tag wording for 
Section 464 positions. In Catholic schools Section 467 is applied to the position of deputy principal only. The 
tag wording, which is standardised in all Catholic school Integration Agreements, differs for primary schools 
and secondary schools.  

What is an S464 (tagged) position? 

An S464 (tagged) position is one for which “a willingness and ability to take part in religious instruction 
appropriate to [the] school shall be a condition of appointment.” This was formerly known as an S65 
position. 

The Proprietor of the school has a responsibility to ensure that the school’s Special Catholic Character is 
maintained, and S464 positions are an integral element in this.  

The Catholic Church describes these positions as a ministry within the Church. A ministry is an office in the 
Church to which a person is called by the Church community to serve that community – in this case, the 
ministry of religious instruction. Therefore such a person needs to be baptised and be part of the Catholic 
faith community.  

“Religious instruction” is rather more than Religious Education teaching. It implies the ability to support the 
Catholic religious life of the school by many specific actions, and by providing a personal example of what it 
means to be a Catholic. It does not necessarily mean teaching Religious Education, although in a primary 
school it would normally do so.  

By law, the Board of Trustees of a primary school is legally bound to appoint only from a list of applicants 
who are acceptable to the Proprietor of the school. For secondary school positions, acceptability is 
established by the appointments committee of the school. Once acceptability has been established, the 
Board of Trustees considers the information on this form, together with the application, in order to assess 
an applicant’s suitability for the position.  

What is acceptability for the position being applied for? 

Assessing acceptability 

When assessing the acceptability of a teacher who is being considered for an S464 appointment with 
responsibility for religious instruction in a Catholic school, the following qualities are sought.  
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Response to a call 

Teachers with a responsibility for religious instruction respond to a call to share in the work of the Church. 
They should be willing to give their time and talent, not only to students, but to their own continued 
growth and understanding in their faith.  

Witness to the Gospel 

Such teachers need to be committed to Jesus Christ and to have an aptitude and ability to communicate 
the Gospel message. They are people of prayer and reflection, who witness to a life of faith.  

Commitment to the Church 

They represent the Church and so they need to be in communion with the Church and the Bishop of their 
diocese. They test and validate their faith understanding and insights in the light of the gospel message as 
presented by the teaching authority of the Church.  

Involvement in the community 

They are called to foster the concept of Christian community that people can experience in practice. A 
Christian community is nurtured especially through sharing in the Eucharist. Teachers holding tagged 
positions normally experience unity with the Catholic Church through frequent participation in the 
celebration of the Eucharist within the Catholic community. They also seek to cooperate with other parish 
leaders in making the parish itself a focal point of community in the Church. 

Servant of the community 

They are committed to serving the Christian community, particularly in their parish and in the community 
at large. Such service means not only responding to people’s needs when asked to do so, but also taking 
the initiative in seeking to identify the needs of individuals and groups in the community, and then 
encouraging students to do the same.  

Knowledge, skills and abilities 

They seek to acquire the knowledge, skills and abilities to communicate the gospel message effectively. 
They are required to have a solid grasp of Catholic doctrine and worship, familiarity with Scripture, to have 
good teaching skills and a general appreciation of the curriculum requirements appropriate to the position. 
They also demonstrate an appreciation of the most suitable ways of communicating the teaching of Jesus 
Christ to others at their level of understanding and according to their life situations and their social and 
religious backgrounds.  
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S464 Form 
Important information about the form you will fill in  

It is important to fill in this form as clearly and thoroughly as possible, even if that means repeating 
material included elsewhere in your application, because this form and the information it contains is used 
to determine acceptability. In the case of a primary school appointment, this form is the only information 
the Proprietor has by which to determine acceptability.  

Section D: Qualifications in Religious Education 

Please include your certification details (if relevant – see box below), and any degrees or diplomas in 
Religious Education, or related subjects; the institution that granted these, and the year of graduation. 
Include qualifications in Catechetical Studies, Theology, Christian Family Life Education, any relevant pre-
service and in-service courses you are currently undertaking or have completed. Even if the position does 
not include teaching Religious Education you may have details to record.  

Section F: Other qualifications and experience 

You may include any in-service courses relating to Religious Education and/or courses for personal 
development, such as scripture studies, which were not covered in Section D. You may also include your 
involvement in parish or Church groups or other organisations. Please add any other qualifications, training 
or experience you consider relevant to Catholic Character.  
 

Referees 

S464 referees may be asked to attest to the qualities and/or qualifications recorded in this form. At least 
one such referee must be your parish priest (or parish lay pastoral leader appointed under Canon 517(2)) or 
a priest recently known to you who can judge whether you fit the criteria for a teacher in a tagged position. 
It is prudent to obtain agreement from your referees before nominating them. 

 
NZCEO 
July 2017 

These are: 

Certification in Catholic schools 

Certification (formerly accreditation) is the means by which teachers are recognised for their professional preparation in taking 

faith-leadership roles in the Catholic school. Diocesan Catholic education offices can explain the course work and levels of 

certification available to teachers. 


