
 
 
 
 
 
 
 
 

November 2018 
 

Cluster Manager RTLB Service – Te Paeroa Cluster (Cluster 34).    

Base salary +1 permanent unit + 10 permanent leadership units and Special 
Duties Allowance.   
 
Our current Cluster Manager is about to move on to principalship, leaving big shoes to fill (and 
a lot of them!). We now seek someone to take on this mantle to continue leading our cluster as 
one of the most effective nationally. Thank you for your interest in the position of Cluster 
Manager RTLB for Te Paeroa Cluster / Cluster 34 attached to Mairehau Primary School and 
based at Te Paeroa, Pavitt Street, Richmond.  Enclosed is the current job description. 
 
We are looking for someone with excellent interpersonal skills, proven successful experience 
in leadership, in change management and in financial management. Someone with a 
commitment to evidence-based research as well as a cultural responsiveness to Māori and 
Pasifika students, all done while maintaining a sense of humour. An understanding of RTLB 
practice is an advantage. A full driver's licence and vehicle are essential.  
 
The time frame for the appointment is as follows: 

Nov 8    Positions advertised in the on-line Education Gazette 
   Nov 23  Applications close 
   Nov 27  Short List compiled (successful people contacted) 
   Nov 27 - Nov 30 Referees contacted 
   Nov 30   Interviews 
          (these are our planned dates but might vary depending on availability) 
     28 January 2019 Day 1, Term 1, 2019. Starting date for successful applicants 

 
 

PLEASE USE THESE HEADINGS WHEN APPLYING FOR THE POSITION AT MAIREHAU 
PRIMARY SCHOOL 

1. Position applied for  
 
2. Personal Details  
  Name 
  Address 
  Contact telephone number 
  Email address 
  Gender Male/Female (for EEO purposes only) 
  Ethnic Identification  NZ Māori / NZ European / Other (for EEO purposes only) 
 
3. Registration 
  Attach evidence of current teacher registration and practising certificate. 
 
4. Previous teaching experience 
  Position 
  School 
  Classes taught and dates 



 
5. Non-paid experience 
 
6. Suitability for position 
  Please refer to job description and person specification. 
 
7. Include your CV 
  If you require your CV to be returned, please include a stamped self-addressed 
envelope.  Otherwise the CV will be held at the school office for collection until the end of the 
school year and those remaining will be destroyed after that date.   
 
8. Referees and Authority 
  Provide the names and contact numbers of two further referees. Please sign the 
attached authority giving Mairehau Primary School the authority to contact these referees 
(Privacy Act 1993 requirements). 
 
9. Conviction against the law 
  Please complete the attached form to indicate if you have or haven’t been 
convicted of any offences against the law other than minor traffic offences.  If YES, provide 
details. 
 
10. Confirmation 
  Please sign your application form to verify that the information is correct and that 
you understand it may be verified. 
 
11. Clearly mark your envelope “Application for RTLB Cluster Manager”  
Deliver to: The Principal, Mairehau Primary School, 43 Mahars Road, Christchurch  
or post to The Principal, Mairehau Primary School, PO Box 27166, Shirley, Christchurch 8640  
or email to john@mairehau.net  
 
12. Your application will not be receipted unless specifically requested. 
 
13. No application received after 4 pm on 23 November 2018 will be 
considered. 
 
 

Host School Description 

Mairehau Primary School is a full primary school with a current roll of 480 pupils in 18 
classrooms. The school has seen rapid growth over the last 5 years. The school is well 
resourced. All classrooms have been refurbished however have yet to be modernised. The 
administration block and library are more recent additions. There is some structural damage, 
from the earthquakes, yet to be repaired but all facilities are safe and useable. The school has 
started the planning process for a significant building programme, including new build and 
modernisation of existing classrooms to more reflect current teaching practice. 
 

Vision:  To inspire our children to achieve excellence. 
Mission Statement:      Respect  Believe  Aspire  Achieve 
        whaikoha  whakapono  wawata  angitu 
We believe in a school community where we are respectful to self, others and the 
environment, which will enable us to aspire, achieve and strive towards infinite possibilities…. 

 
RTLB Accommodation – Te Paeroa 
In 2017, the Ministry of Education, built a new purpose built office for Te Paeroa cluster. A 
large collaborative working space with hot desks at tables and benches, a large meeting room 

 

mailto:john@mairehau.net


with kitchen facilities, Cluster Manager’s office, PA office, Practice Leader office, 2 interview 
rooms and resource/workroom, this office is the envy of many clusters. Of greater importance 
is that this shared space for the whole cluster has provided a strong sense of identity, ongoing 
opportunities to learn and share, authentic collaboration and utilisation of strengths and 
interests. A true reflection of the whakatauki – Ehara taku toa i te toa takitahi engari he toa 
takiimano - My strength is not that of an individual but that of a collective. 
 
  

JOB DESCRIPTION 

Cluster Whakatauki  He waka eke noa.  We are all in this together 

Cluster Manager 
Ko te ahurei o te te tamaiti e arahia tō tātou mahi.  

Let the uniqueness of the child guide our work. 
 

Kaua e rangiruatia te hāpai o te hoe; e kore tō tātou waka e ū ki uta, 
‘Do not lift the paddle out of unison or our canoe will never reach the shore.’ This proverb 
serves to emphasise the importance of all working together to succeed in any joint project. 

 

Appointment 
The cluster manager is appointed by the lead school principal/kura tumuaki. The cluster 
manager must be a New Zealand registered teacher/kaiako with a current practising 
certificate. The position is a full-time role. 

The cluster manager and the principal work together as a strategic leadership and 
management team for the RTLB service. 

Responsibilities 

The cluster manager has the following responsibilities:                                                      
Service planning and review 

 Facilitate a robust service planning and review cycle incorporating self and peer 
reviews. 

 On behalf of the board and in collaboration with the principal and key stakeholders, lead 
the development of, and prepare a three to five year RTLB strategic plan and annual action 
plan that ensures the ongoing development and improvement of the RTLB service. 

Financial and resource management 

 Manage the day-to-day funding and resourcing obligations of the RTLB service. 

 In collaboration with the principal, draft an annual budget for approval by the lead 
school/kura board. 

 Develop rigorous systems for needs-based allocation of learning support funding, and 
the reimbursement of RTLB travel. 

 In collaboration with the lead school, maintain accurate financial records, and an RTLB 
asset register. 



 Manage RTLB staffing so that the annual RTLB staffing entitlement is fully utilised but 
not exceeded. 

Personnel management 

 In collaboration with the principal, recruit and induct RTLB staff. 

 Through the principal, advise the board on the allocation of RTLB leadership payments. 

 Work closely with the practice leaders to ensure RTLB performance management tasks 
- including the provision of professional learning and development, performance 
supervision, performance management and appraisal processes - are actioned. 

 Ensure RTLB in training are supported, mentored and supervised. 

Systems, processes and policies 

 Develop and maintain a cluster operational document, detailing cluster policies, 
procedures and systems. 

 In collaboration with the local Ministry Learning Support team, develop and maintain a 
seamless and simple request for support process and ensure it is understood and followed 
by RTLB and by all cluster schools/kura.  

Meeting cluster needs 

 Ensure there is an effective process to identify and analyse cluster needs. 

 Ensure the RTLB team has the specialist knowledge and skills to meet identified cluster 
needs, for example, RTLB able to support Māori students and Pasifika students, students 
in Māori-medium settings, and students in secondary schools/wharekura. 

 Manage the RTLB workforce so that RTLB are assigned to best meet student and 
school needs. 

Data and reporting 

 Gather, collate, and report on RTLB outcomes data for all case types: individual 
students, groups of students, individual schools, and groups of schools/Kāhui Ako. 

 Prepare financial and service provision reports, at least quarterly, for presentation at the 
regular meetings of the lead school/kura board. 

 On behalf of the board and in collaboration with the principal prepare reports, twice 
yearly, for cluster school boards showing service patterns, service outputs and outcomes, 
allocation of learning support funds across cluster schools, and the level of RTLB staffing 
against the cluster’s RTLB staffing entitlement. 

 On behalf of the board and in collaboration with the principal prepare the RTLB annual 
report, financial report and quarterly reports for the Ministry according to the Ministry’s 
reporting requirements detailed in Schedule D of the RTLB Funding Agreement. 

Relationships 

 Develop and support a respectful and professional RTLB workforce and maintain 
collaborative, open communication with the practice leaders and the RTLB team. 

 Manage and support the practice leaders. 



 Maintain respectful and trusting relationships with key cluster stakeholders including 
Kāhui Ako, local Ministry Learning Support, representatives from early childhood education, 
local iwi and Māori and Pasifika whānau/parents and other relevant services and agencies. 

 Develop strong networks across cluster schools/kura and with other RTLB clusters. 

 

Offences Against the Law 
 
 Have you ever been convicted of an offence against the law apart from minor 

traffic offences or otherwise know of any reason why you should not be 
employed in the school environment?                         

                                                    
                                                               YES/NO 

If yes, please supply relevant details: 
 
 

 

Declaration 

 I grant authority to the Mairehau Primary School, or its agents, under the 
provisions of the Privacy Act (1993) to contact any present or past employers 
and/or professional colleagues in addition to the named referees. 
 

 I agree to the Mairehau Primary School, or its agents, under the provisions 
of the Privacy Act (1993) obtaining any information held on me by the Education 
Council. 
 

 All information supplied with this application is true and correct and can be 
verified. 
 

 I state that I have only taught under the name on this application form. If 
this is not the case I have written below other names I have taught under. 
 
 
Other names I have taught under (if applicable)_____________________ 
 
Applicants Signature:    ______________________________________ 
 
 
Date:                          ________________________ 
 
 
We look forward to receiving your application. 
 
 
J John Bangma 
Principal  
Mairehau Primary School 
Te Paeroa Cluster – RTLB Cluster 34  


