Birchwood School – Stoke - NELSON
Together we Learn – Together we Grow
Kotahi te ako – Kotahi te tipu

APPLICATION PACKAGE
(Second) DEPUTY PRINCIPAL 2018
Applications close 4.00pm TUESDAY 24th October 2017

Birchwood School
15 Durham Street, Stoke, NELSON 7011
Phone: 03 547 3028 Fax: 03 547 3026
Email: chris.herrick@birchwood.school.nz
Website: www.birchwood.school.nz
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Birchwood School (Nelson)

Birchwood School – Stoke, Nelson
(Second) Deputy Principal – start 2018
Contributing Primary, Decile 7 Roll 275.
As a transformational leader you will lead change through curriculum design, development and
implementation.
You will lead assessment and evaluation practise with an aim to accelerate student achievement.
You will demonstrate effective teaching, learning and leadership across the school with the ability to
support and motivate others.
Applications close at 4pm on Tuesday 24th October. For an information and application pack contact
the principal, Chris Herrick, Ph. (03) 547 3028, or email chris.herrick@birchwood.school.nz or available
on the school’s website www.birchwood.school.nz
Please note that electronic applications will not be accepted.

Timeline:

Advertise Nelson Mail
Applications close

Friday 29th September (on-line)
Monday 16th October (publication)
Saturday 30th September
Tuesday 24th October

Shortlisting and contact referees
Interviewing
Appoint

by Friday 27th October
by Monday 6th November
by Friday 10th November

Position starts

Term One 2018 (7th February)
Note: TODs are 1st and 2nd February

Advertise Education Gazette

2

15	
  Durham	
  Street	
  
Stoke,	
  	
  NELSON	
  	
  7011	
  
Ph:	
  	
  
03	
  547	
  3028	
  
Fax:	
  
03	
  547	
  3026	
  
Email:	
   admin@birchwood.school.nz	
  
Website:	
  	
  	
  	
  www.birchwood.school.nz	
  	
  

25th September 2017
Dear Applicant
Thank you for requesting an application package for the Deputy Principal’s position for 2018 as
advertised in the Education Gazette. We look forward to receiving your application.
Please find attached an application package, which includes:
• Appointment timeline/advertisement
• Person Profile
• School Description
• Job Descriptions – Classroom Teacher and Deputy Principal
• Application form
Please return your application by 4 pm, Tuesday 24th October (or earlier). Include the application
form, a personal statement on your suitability for the position, as outlined in the position profile, a
current curriculum vitae and a stamped self-addressed envelope. Curriculum Vitae’s will be
returned to unsuccessful applicants.
It is essential that applicants address the specific requirements of the position in their applications.
You are encouraged to contact the school for more information and visits to the school are
welcomed, by appointment.
Address your application to:

The Principal
Birchwood School
15 Durham Street
Stoke
NELSON 7011

Envelope should be endorsed: CONFIDENTIAL APPLICATION. For further information please
contact me on 03 547 3028 (school hours).
Yours sincerely

Chris Herrick
Chris Herrick
Principal
Encl.
15 Durham Street, Stoke, NELSON. Phone (03) 547-3028
Email: admin@birchwood.school.nz
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‘We’re continuing to build a team at Birchwood’
(Second) Deputy Principal and Classroom Teacher – 2018

PERSON PROFILE
Position:
(Second) Deputy Principal – teaching in the junior, middle or senior school. When applying, you
should make it clear which area/s of the school you are interested in.
Qualifications:
The teachers Birchwood School Board of Trustees is looking to appoint will:
1. be New Zealand Registered Teachers with a current Practicing Certificate;
2. have a broad range of teaching experience and/or training and be willing to teach at all
levels of the primary school (although you may have a preferred level).
3. have an excellent knowledge and application of the New Zealand Curriculum;
4. have the ability and/or desire to lead in one major learning area;
Attributes:
Be capable of planning and organising programmes based on the needs of individual
students and monitoring and reviewing progress.
Be able to maintain accurate records of progress and achievement in accordance with the
school’s policy on assessment and evaluation.
Be able to manage time and resources effectively.
Be able to work collaboratively with other teachers and support staff, developing and
sharing resources and responsibilities within an ILE environment.
Be able to provide an attractive, engaging learning environment.
Be able to demonstrate a willingness to undertake further personal professional learning
and development as well as be involved in school wide initiatives.
Be able to show supportive relationships with colleagues and contribute and participate in
the corporate and social life of the school.
Must be a good communicator with all staff, students and their families in conveying
information objectively and accurately.
Please Note:

Additional attributes for the Deputy Principal are contained with the job
advertisement and the attached Job Description.
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BIRCHWOOD SCHOOL AND COMMUNITY DESCRIPTION
INTRODUCTION
Birchwood School is a U4 contributing primary school situated in the suburb of Stoke in
the city of Nelson.
Provisional Staffing Entitlement for 2018 is 15.42
based on a Staffing Roll of 282.
Birchwood School is a Decile 7 and receives Targeted Funding for Isolation (TFI)
Birchwood School is part of the Nga Akonga ki Whakatu Kahui Ako - Community of Learning
(CoL)
BACKGROUND
School Culture
Birchwood is an urban school with a rural feel. The school is warm and welcoming of
others and the children enjoy very good relationships with their peers and teachers. Staff moral
is positive and staff work together very well as a team.
The school’s culture was founded on the “Birchwood Way” which promotes respect,
tolerance, high expectations and perseverance. We have also developed our ‘Learners
Qualities’, which are our interpretation of the Key Competencies.
Moat recently, as an outcome of being part of the PB4L Contract, we have developed the
schools’ GROW values, related to positive behaviour. These qualities are very evident to our
visitors. This culture is actively promoted by the board of trustees, principal and teachers.
School Community
The school community is supportive of the school and its’ programmes and activities.
Parents are able to attend our weekly community assemblies, sports days and special events
as well as assisting with class programmes and outings.
Personnel
Birchwood has had a very stable staff in the past and is now experiences some changes
with staff moving on. The school has a flat management system with two Deputy Principals,
Team Leaders and SENCO joining the Principal on the Leadership team. We currently have
three learning teams with the Junior Team covering New Entrants to Year 2, the Middle Team
covering Years 3 and 4 and the Senior Team including Years 5 and 6.
Professional Learning and Development
A major focus for professional learning and development in the last five years has been
Teaching and Learning for Understanding, and more recently Teaching as Inquiry. The school
has completed the ICT (eLearning) contract with the Stoke Cluster, a literacy contract (ALL)
with a focus on writing, a mathematics contract (ALiM) and we are currently in the second year
of PB4L and the first year of the MST Contract.
The school is in the process of embedding the Birchwood School Curriculum, which has
involved a major review of just about everything we do.
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MISSION STATEMENT / VISION
Together we Learn, Together we Grow
Kotahi te ako, Kotahi te tipu
We make this happen when we challenge ourselves to:
Take responsibility
Communicate effectively
Solve problems
Show creativity
Be physically active

GROW VALUES
Grit – give it a go
Respect – for self, others and the environment
Ownership – own it
Whanaungatanga – want it
Respect for self – valuing my learning and my behaviour
Respect for others – valuing each other
Respect for the environment – valuing our world and everything in it

We have a Website which is well worth visiting, and a FaceBook page
www.birchwood.school.nz

Birchwood School
15 Durham Street, Stoke, NELSON
Phone: 03 547 3028 Fax: 03 547 3026 Email: principal@birchwood.school.nz
Website: www.birchwood.school.nz
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Birchwood School
Job Description for Classroom Teacher

PROFESSIONAL STANDARDS

Professional Knowledge

Dimension 2
Teaching Tecniques

Dimension 1

• Are competent in the content relevant
curriculum
• Keep informed of developments in
curriculum and learning theory
• Demonstrate knowledge of the Treaty
of Waitangi and te reo me ona
Tikanga

KEY TASKS

• To be confident and knowledgeable about
pedagogy and the curriculum framework
• To have a knowledge and understanding of
current research
• To be personally reflective with a view to
improvement as a teacher
• To have a knowledge and understanding of
The Treaty of Waitangi
• To have a knowledge and understanding of
Te reo and tikanga maori and embedded in
learning programmes.

•

Use appropriate teaching objectives,
programmes, learning activities, and
assessment

•

Demonstrate a range of effective
teaching techniques

•

Demonstrate flexibility and
responsiveness

•

Impart subject content effectively

•

Use appropriate technology and
resources

•

Reflect on teaching with a view to
improvement

• To recognise and cater for individual
students needs and abilities
• To promote student – led learning
• To review and modify programme
• To use technology appropriately to enhance
learning
• To provide opportunities for the effective use
of a wide range of resources to promote
meaningful learning

Dimension 3
Motivation of Students

• To be personally reflective with a view to
improvement as a teacher

•

Recognise and support diversity
amongst individuals

• To be familiar with learning and teaching
theories that cater for individual students
needs

•

Engage students in learning

• To promote students’ active involvement in
planning, implementing and assessing their
learning

• Establish high expectations that value
and promote learning

• To establish clear expectations consistent
with school guidelines
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Dimension 4
Classroom Management

PROFESSIONAL STANDARDS

•

Manage student behaviour positively

•

Establish good relationships with
students and respect their individual
needs and cultural backgrounds

•

Create an environment of respect and
understanding

•

Provide and maintain a purposeful
working atmosphere
Organise a safe, physical
environment

Dimension 5
Communication

•

Contribution to Wider School Activities

• To establish clear guidelines for building a
safe, physical and emotional learning
environment

Communicate clearly and accurately
in either, or both of the official
languages of New Zealand

• To maintain open communication with all
members of school community

•

Provide feedback to students

•

Communicate with families, whanau
and caregivers
Share information with colleagues

• To give information to students on their
achievements

•

•

Establish and maintain effective
working relationships with colleagues
Encourage others and participate in
professional development

• To share information and knowledge with
colleagues on a regular basis
• To support and work co-operatively with
colleagues

Colleagues

Dimension 6
Support / Co-operation with

• To establish clear guidelines for student
behaviour in line with the school’s behaviour
management plan
• To use positive strategies in the
management of student behaviour
• To develop a class learning environment
where all individuals are valued and
respected

•

•

Dimension 7

KEY TASKS

• Contribute to the life of the school

• To contribute positively to the development
and culture of the school
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Birchwood School
Job Description for Deputy Principal
Professional Standards
•

Is familiar with the NZ Curriculum Framework,
National Priorities, School Charter and policies

•

Keeps up to date with current thinking, research
and approaches through regular professional
development related to the school’s Annual
Operation plan

•

Promotes innovative practice to enhance student
achievement in delegated area of responsibility

•

Manages a syndicate/team/ school wide area

•

Incorporates appropriate and effective
practices into the school management system, to
meet school needs

Understands, and applies where
appropriate, current practices for
effective management from both
within and beyond education

•

Demonstrates a commitment to provide quality
teaching and learning programmes

•

Supports the principal in the
leadership and management of
the school and deputises when
required

•

Applies effective Management strategies to the
school situation
Assists the Principal in the day to day leadership /
management of the school

•

Builds network to enhance own learning

•

Identifies and acts on
opportunities for improving
teaching and learning

•

Uses self reflection to improve on own
performance

•

Reflects on own performance
assessment and demonstrates a
commitment to on-going learning
in order to improve performance

Dimension 1 – Professional Leadership

•

Demonstrates a thorough
understanding of current
approaches to effective teaching
and learning

Key Tasks

•

Provides professional leadership
to staff within the delegated area
of responsibility

•

Makes constructive contributions
to the work of the senior
management team in a manner
which supports effective school
organisation and improved
learning outcomes for students

•

•

Professional Standards
Dimension 2 – Policy and Programme Management

•

Initiates, plans and manages in
association with the principal and
other staff, policies and programmes
which meet national requirements,
are consistent with the school’s
charter and strategic planning, and
which reflect the school’s
commitment to effective teaching and
learning

Key Tasks
•

Is conversant with National Education Guidelines

•

Contributes to the development and
implementation of the Strategic Plan, which reflects
the National Priorities and identified needs of
student
Contributes to an Annual Plan based on the
Strategic Goals
Supports staff in developing programmes which
meet the identified needs of the students
Assists teachers to address the cultural and social
diversity of students and meet their needs within
classroom programmes
Contributes to the organisation of effective
programmes for special needs and abilities
Assists the Principal to establish and maintain
effective School/Home partnerships

•
•
•

•

•
•

Understand the implications of NZ’s
changing cultural, social and
economic context and ensures that
these changes are reflected in the
policies and programmes within the
delegated areas of responsibility
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Professional Standards

Dimension 3 – Staff Management

•

Participates in the school’s
performance management systems
and makes recommendations to the
principal on appropriate professional
development opportunities for staff

Key Tasks
•

Maintains a performance management systems
that provides support and guidance related to
appropriate professional development

•

Assists in the professional development planning
and budgeting
Assists the Principal to ensure appropriate
induction of all new staff

•
•

•

Motivates and encourages staff to
improve the quality of teaching and
learning

•

Devolves responsibilities and
delegates tasks when appropriate

•

•

•

Dimension 5 – Finance &
Management

Dimension 4 - Relationship Management

Professional Standards
Fosters relationships between the
school and the community

•

•

Communicates effectively both orally
and in writing to a range of
audiences

•
•

•

Provides information to the principal
on areas of delegated responsibility
in order to assist with effective day to
day management and strategic
planning in the school
Establishes and maintains good
communication processes with staff,
and between staff and members of
the senior management team

•

Understands and operates within the
limits of the delegated authorities and
adopts a consultative approach with
the principal and other staff of issues
relating to school policy

•

Effectively and efficiently uses
available financial resources and
assets, with delegated areas of
authority, to support improved
learning outcomes for students

Delegates leadership tasks to teachers, specific to
their identified roles and skills
Provides clear guidelines and support for
delegated responsibilities

Key Tasks

•

•

Encourages a co-operative and supportive
environment for staff
Promotes staff involvement in professional
education

•

Fosters a climate of trust and co-operation
between the school and the wider school
community
Presents a positive image in promoting the school
Meets regularly with the principal to inform him/her
informed on areas of delegated authority
Maintains effective communication with staff and
principal

•

Ensures principal and staff are consulted and kept
informed on areas of delegated responsibility

•

Operates an effective budget within the Annual
Plan
Monitors and reports to the principal on the use of
finances and assets within delegated
responsibilities

•
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Birchwood School – Stoke - NELSON
APPLICATION FOR APPOINTMENT
Position applied for:
Surname:
First name(s):

Full postal address:
Private:
Contact:

Work:

Cell:

Email:

Please Note: Our preference is to communicate with you by email.
Please advise us if that is not possible.

IMPORTANT NOTES FOR APPLICANTS
Thank you for applying for a position at our school. Please ensure you have a copy of the job description and
person specifications before completing this application.
1. 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.
2. Attach a curriculum vitae (CV) containing any additional information. If you include written references, please
note that we may contact the writers of these references.
3. Copies only of qualification certificates should be attached. If successful in your application you will be
required to provide originals as proof of qualifications.
4. Please note that electronic applications will not be accepted.
5. If you are selected for an interview you may bring whanau/support people at your own expense. Please
advise if this is your intention.
6. 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.
7. Shortlisted applicants for non-teaching positions will be asked to give consent to a police vet.
8. 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 principal directly.
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Educational Qualifications:
Please state your last secondary level qualification:
Please state your tertiary level qualification/s:
Please state any other qualifications that relate to the position:

Employment History
Please outline your most recent employment history, beginning with current or latest employment.
Period
Worked

Employer’s Name

Position Held

Reason for Leaving

Referees
Please provide the names of three people who could act as referees for you. At least one of these should be
able to attest to your work performance. If you have included written references from people other than
those recorded below, please note that we may contact the writers of these references.
Name

Address

Do you agree to these referees being asked to nominate other
persons who might assist in assessing your application? If Yes,
please note that we may contact these persons.

Telephone

Yes

Relationship (e.g.
employer/principal)

No
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Skills and experience related to the position
The position you have applied for requires specific knowledge, skills, attributes and personal
characteristics. These are stated in the position overview on Page 2. Please outline below how you meet
these attributes and abilities. Even though you are attaching a C.V, please fill this out in full. The contact
person cited in the advertisement can assist with any questions you might have.
You may continue on a separate sheet if you require more room.
Can be verified by:
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Please tick the appropriate boxes:
Are you a New Zealand citizen?

Yes

No

If not, do you have resident status, or

Yes

No

A current work permit?

Yes

No

Have you ever had a criminal conviction?

Yes

No

If “Yes” please detail:
Have you ever received a police diversion for an offence?

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

If “Yes”’ please detail:
Have you been convicted of a driving offence which resulted in
temporary or permanent loss of licence, or imprisonment?
If “Yes”’ please detail:
Are you awaiting sentencing/currently have charges pending?
If “Yes”’ please state the nature of the conviction/cases pending:
In addition to other information provided are there any other factors
that we should know to assess your suitability for appointment and
ability to do the job?
If “Yes”, please elaborate:
Have you had any injury or medical condition caused by gradual
process, disease or infection, such as occupational overuse
syndrome, stress or repetitive strain injuries, which the tasks of this
job may aggravate or contribute to?
If “Yes”, please detail:

Do you have a current driver’s licence?

I certify that the information I have supplied in this application is true and correct. 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 _____________________________________________

Date __________________
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Birchwood School
15 Durham Street, Stoke, NELSON
Phone: 03 547 3028 Fax: 03 547 3026 Email: principal@birchwood.school.nz
Website: www.birchwood.school.nz
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