
 

Crofton Downs Primary School  

APPLICATION INFORMATION 

PRINCIPAL 

 

 

 

 

 

 

Position to commence: On or before 20 July 2020 (the first day of Term 3) 

Applications close: 4pm Monday 30 March 2020 

Please email applications to: Jo Holland, BoT Chair at: bot@cdps.school.nz 

 

 

For further information or to organise a school visit please contact Acting Principal, Anne Lye, at 

principal@cdps.school.nz, or call 04 479 2429. 
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Crofton Downs Primary School 

PRINCIPAL APPLICATION OVERVIEW 

 
 

 

The Crofton Downs Primary School Board of Trustees welcomes your interest in the position of               

Principal at our small school with a big spirit. 

 

This is a U4 decile 10 primary school with a roll of 210 (as at 24 February 2020) 

 

This application information document includes: 

● Information about our local community and school 

● School charter overview 

● Person Specification and Job Description 

● Information about submitting an application 

 

Note: the Application form is a separate word document that can be completed electronically 

and emailed back.  

 

Our timeline for the application process is as follows 

● Applications close 4pm Monday 30 March 2020 

● Shortlisting and reference checking: weekend of 4/5 April 2020 

● Interviews: week commencing: 27 April 2020 

● Notification of appointment: week commencing 4 May 2020 

● The successful applicant will start no later than the beginning of Term 3 2020 

 

Visiting the School 

You are welcome to visit the school. Please phone ahead so we can have someone available to 

show you around (contact details are on the cover page). You have our assurance that your visit 

will be treated with confidentiality.  

 

For further information 

Refer to our school website: 

https://www.croftondownsprimary.school.nz/ 

 

See our ERO report from 2017: 

https://www.ero.govt.nz/review-reports/crofton-downs-primary-school-03-11-2017/ 
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Crofton Downs Primary School 

COMMUNITY INFORMATION 

 
 

Background /History of Crofton Downs Primary School 

 

Crofton Downs Primary School is celebrating its 50th Jubilee this year, having been established 

originally as Chartwell School (the name changed in 2008). The school has 9 homerooms, the 

majority of which have been modernised in the last few years. Our school hall has recently 

undergone significant earthquake strengthening and offers the opportunity for a number of 

whole school gatherings. The school hall is also used by a variety of community groups, 

including our before and after school provider.  

 

Crofton Downs Primary School is surrounded by bush and values outside play and exploration. 

The children are encouraged to utilise the large number of open spaces and in March 2019, the 

school opened an outdoor classroom which reinforces the value placed on the outside 

environment.  

 

Crofton Downs Primary School has positive links across our northern cluster schools and is part 

of our local Kāhui Ako. In addition, Crofton Downs Primary School has strong historical links 

with the Japanese community, with an after-hours Japanese supplementary school currently 

operating on our site.  

 

Due to significant roll growth, Crofton Downs Primary School introduced an enrolment scheme 

in 2018. In addition to this, funding has been allocated by the Ministry of Education for roll 

growth classrooms. The planning for these is underway.  

 

Information about the Crofton Downs area 

 

Crofton Downs is a small area in the Northern Suburbs, situated approximately 5 km from 

Wellington’s CBD. It is a close-knit community with many families in the area. Crofton Downs is 

growing, with a new 131 section subdivision currently in development. The suburb has 

excellent transport links to the city and a number of amenities close by, including access to 

many walking tracks and reserve areas. Crofton Downs was the first New Zealand suburb to be 

declared predator free.   
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Crofton Downs Primary School  

OUR VISION, MISSION AND GOALS 

 

We are a school of  
Heart, Spark, Courage, Creativity and Success 

 
● Heart, valuing compassion and empathy. 

● Spark, where we seek exciting learning opportunities to ensure children are happy and 

engaged. 

● Creativity, recognising that we all think and learn differently. 

● Courage, where we seek to inspire and support our children and staff to be brave in all we 

do. 

● Success, celebrating the effort and skills our children and staff display when achieving 

diverse and wide-ranging goals. 

 

For additional details, please visit https://www.croftondownsprimary.school.nz/about-our-school  
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Crofton Downs Primary School 
PERSON SPECIFICATION: PRINCIPAL 

 

 
The Crofton Downs Primary School community, staff, and Board of Trustees are looking for a               
leader who: 
  

● Can create, lead and communicate a clear vision and purpose for Crofton Downs 

Primary School. 

● Can build on the school’s existing work on authentically embedding tikanga and te reo 

Māori across the school, enabling staff to develop their confidence in this area. 

● Is an active listener, as well as an effective communicator, responsive to the recipient or 

audience. 

● Can build and maintain relationships with a variety of people and groups, demonstrating 

effective interpersonal skills. 

● Is inclusive and sees our children as individuals, all of whom contribute positively to our 

school community. 

● Celebrates success. 

● Will value, support and guide the development of teachers and support staff, and 

empower staff to step up as leaders. 

● Promotes and models a collaborative approach where opinions and ideas can be shared. 

● Has excellent 21st century digital technology skills. 

● Acts with integrity at all times. 

● Is experienced and confident in leadership and at influencing others.  

● Is adaptable and can articulate the reasons for their decision making. 

● Is kind, warm, and empathetic. 

● Is passionate about igniting each child's spark and setting them up for a lifelong learning 

journey. 

 
Our children would like their new principal to: 

● Show the school spirits (Heart, Spark, Creativity, Courage and Success). 

● Be friendly and not scary to talk to. 

● Be interested in all of us and like us how we are. 

● Be kind, caring, cheerful, calm and patient. 

● Care about the environment and conservation. 

● Be respectful, supportive and treat everyone as equals. 

● Like animals. 

● Be funny and know how to laugh but be stern when they need to be. 

● Like reading (including reading stories to us), be good at maths, and a bit sporty. 
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Crofton Downs Primary School 
JOB DESCRIPTION: PRINCIPAL 

 
 
 
Crofton Downs Primary School focuses on:  
 

● Being a place of learning, exploring, creating and thinking; that values every child. 

● Delivering the curriculum in a way that builds student agency and fosters a love of 

learning. 

● Nurturing children as individuals and growing the whole person so children can become 

lifelong successful and creative learners.  

● Building a partnership with our school and wider community.  

● Success for every child.  

● Fostering open communication with parents and staff. 

● Delivering a play-based curriculum (junior school). 

 
The principal is a visible leader of the school. They will develop a vision for the school that takes 
account of current and past practice and ensures that the school continues to provide an 
inclusive and welcoming environment, celebrates the successes of every child and encourages 
all children to thrive.  
 
The principal will support and build on the current culture, continuing the focus on the whole 
child, while building on the existing sense of community. The principal will support and 
encourage the professional development of staff, and be adaptable around new ideas. The 
principal will continue to encourage and support our play-based curriculum, Philosophy for 
Children (P4C), as well as support and develop the cultural activities that reflect the diverse 
nature of the school. 
 
Accountabilities  
 
The principal will be accountable to the school community and the Board of Trustees through 
the Board Chair.  
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Crofton Downs Primary School 
JOB DESCRIPTION CONTINUED: PRINCIPAL 

 

 
Functional Relationships 

● Children 

● School Staff 

● The school community 

● The Board of Trustees 

● The local and wider education community 

● Other education agencies such as Ministry of Education, Education Review Office 

 
Responsibilities 

● Professional Leadership 

● Personnel Management 

● Curriculum Management 

● Student Welfare 

● Financial Management 

● Property Management 

 
Key Functions 

● To develop and maintain effective relationships and communication with the whole 

school community as well as other agencies and the wider educational community. 

● To ensure the delivery of a balanced curriculum in line with the NZC. 

● To maintain a fair, rigorous and useful programme of assessment and reporting. 

● To provide professional and instructional leadership for staff. 

● To manage staff effectively and ensure the school is appropriately staffed. 

● To implement the charter and policy objectives. 

● To promote and maintain the character of the school. 

● To manage the school’s systems and resources effectively. 

● To provide advice to the board on policy and strategic matters. 

● To ensure compliance with relevant statutes and regulations. 

 
Professional Standards for Primary Principals:  
Details of the updated professional standards are available by clicking on the following link: 
https://www.nzsta.org.nz/advice-and-support/employment/performance-management/principal-performance-ma
nagement/performance-agreement-process/professional-standards/primary-principal-standards/ 

Crofton Downs Primary School 
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APPLICATION FOR APPOINTMENT 
IMPORTANT INFORMATION 

 
 

Applications must be received via email by 4pm on Monday 30 March 2020. The starting date for the 

position is on or before 20 July 2020 (the first day of Term 3).  

 

Please email applications to bot@cdps.school.nz 

Any queries regarding the delivery of applications should be made to the Board Chair, Jo Holland, at the 

above email address. Please note an adviser will be assisting the Board in the recruitment process. 

 

Your application should consist of the following: 

1. Complete the Application for Appointment form in its entirety, and please sign and date where 

indicated on the last page. (The Application form is a separate word document which can be 

completed electronically, signed, scanned and emailed to the above address.) 

 
2. A curriculum vitae containing at least the following information: 

○ Full employment history 

○ Education, qualifications and training relevant to this position 

○ Specific skills, experience, strengths and abilities relevant to this position 

○ Any further information that is relevant  

 
3. Please ensure you advise your three referees that they have been nominated and that you have 

authorised them to disclose information about you to the Board and/or its advisor for the 
purpose of determining your suitability for the advertised position should we choose to contact 
them. Referees may be contacted during this process. The Board or its adviser may also make 
inquiries of previous employers, or other persons, or institutions deemed necessary to satisfy 
the board as to the suitability of the application for the position of Principal.  
 

Only copies of qualifications should be attached. If you are successful in your application, originals will 
be requested as proof of qualification. 
 
All applicants will be contacted and unsuccessful application documents will be destroyed.  
 
The Board reserves the right to not appoint any short listed candidates and to re-advertise.  
 
The Crofton Downs Primary School is an equal opportunities (EEO) employer. 
 
The application form and supporting documentation will be held in the strictest confidence by the 
Crofton Downs Primary School Board of Trustees. You can access it in accordance with the provisions of 
the Privacy Act 1993. 
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