
 

 

 
 
 
 
14th November 2019 
 
 
Dear applicant 
 
 
Thank you for your interest in the Deputy Principal (3MU) position at Waipukurau School. 
Attached documents please find: 
 

• Application Form (Complete and return by email with covering letter and C.V.) 
• Person Specification 
• Job Description 
• Suggested Timeline for appointment 

 
This is a teaching position with 0.4 release time for management and leadership 
responsibilities. Please apply by completing the attached Application Form along with a 
covering letter stating your strengths, interests, previous leadership experience as well as 
outlining what you will bring to the position at this school. Provide the names two 
professional referees who can attest to your teaching and leadership experience. Your full 
C.V. will also provide relevant information. A suggested timeline for appointment is attached. 
 
Waipukurau School, a full Primary School, Decile 5, has a current roll of 341. The school is the 
largest of three primary schools within the Waipukurau township. 
 
Under the leadership of a non-teaching Principal, there are 13 classes, the pupil population is 
approximately 80% European/others and 20% Maori/Polynesian. Special Needs Pupils are 
mainstreamed. 
 
The School recognises the importance of parents and caregivers taking an active part in their 
children’s education and they are regularly encouraged to be involved. 
 
The Board of Trustees is a totally supportive body placing a high priority on learning and 
teaching. Waipukurau School’s Mission Statement is, “I will yet go forward, learning 
something new every day.” 
 



 

 

It is important that your Application is correct and contains all the important information you 
wish to place before the Appointment Committee. All applications will be dealt with on the 
papers in the first instance. Interviews will only be undertaken if two or more applicants 
appear to be equal. The successful applicant will take up the position at the start of Term 1, 
2020.  
 
We look forward to receiving your application  by Friday, 29th November 2019, before 3.00pm. 
 
Yours faithfully 

 
 
 

Tim Hocquard 
Principal 
  



 

 

Waipukurau School 
 

Deputy Principal (3M-units) - 2020 
           

APPLICATION FORM 
 

SURNAME:  
CHRISTIAN NAMES:  
PREFERRED NAME:  
ADDRESS: 
 
 
 

 

PHONE NUMBER: Home:                                    Work: 
EEO Statistical Data: Gender:  Male / Female Ethnicity: 

 
PRESENT SCHOOL: 
 
POSITION HELD:      TIME POSITION HELD: 
 
NAMES, ADDRESSES AND PHONE NUMBERS OF TWO PROFESSIONAL REFEREES: 

 Referee 1: Referee 2: 
Name:   
Address:   

Home Phone:   
Work Phone:   
Capacity you have 
known this person: 

  

 
CONFIRMATION: 
I certify that I am Registered as a New Zealand Teacher, with a current Practising Certificate 
that the information given in this application and in my C.V. is correct and verifiable, and I 
give permission for the Board of Trustees to check details through whatever means they deem 
necessary. 
 

REGISTRATION NUMBER:                           EXPIRY DATE: 
 
I give permission for the appointments committee to use any relevant source to verify that 
the information in my application is a true statement of my ability. 
 
APPLICANTS SIGNATURE:                      DATE: 
 
 



 

 

Please note: Send your full CV with this registration of interest. Complete your application by 
writing a 1-2 page covering letter describing what you can offer our school as Deputy 
Principal and return by email to: 
 
principal@waipukurau.school.nz      Put ‘DP Position Application’ in subject line. 
 
Please complete the following as a summary of your qualifications and experience 
 
EDUCATION QUALIFICATIONS:                 DATE AWARDED:  

  
 

 
TEACHING SERVICE, LAST 5 YEARS 
POSITION   EMPLOYER  DETAILS OF DUTIES BEGAN         FINISHED 
 
 

    

 
   TOTAL YEARS OF FULLY REGISTERED SERVICE: 
 
PREVIOUS LEADERSHIP EXPERIENCE  / RESPONSIBILITES (IF ANY): 
POSITION  SCHOOL           DETAILS OF DUTIES                                     BEGAN         FINISHED 

 
 
 

    

 
 
CONVICTIONS AGAINST THE LAW: 
Have you ever been convicted of any offences against the law (apart from minor traffic convictions)? 
 
YES / NO  Signed:  
 
If ‘YES’ enclose a certificated 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. 
 

Complete this application by writing a covering letter stating why you wish to 
be considered for this position and enclose it along with this Application Form 
and your C.V.  
 



 

 

DEPUTY PRINCIPAL (3MU) 
 

PERSON SPECIFICATION 
 
QUALIFICATIONS CONSIDERED: Bachelor of Education or equivalent degree 
     Current N.Z. Registration  
 
EXPERIENCE:  
 
Essential Attributes 
a) Professional competence 
b) Sound knowledge of curriculum content and issues relating to the NZ Curriculum 
c) Sound understanding of the learning development of children and how to motivate 

them 
d) Proven excellence in classroom management and teaching programmes 
e) Highly motivated 
f) On a definite career path 
g) Ability to work effectively with a wide range of people 
h) Proven recent successful experience in a leadership role. e.g. A.P. / D.P., Senior teacher, 

Syndicate Leader, Team Leader, R-unit responsibility, curriculum leader, etc. 
 
Desirable Attributes 
 
a) Successful teaching at any level 
b) Strengths in a range of curriculum areas 
c) Have a proven willingness to be actively involved in the corporate life of the school 
 
GENERAL INFORMATION: 
Waipukurau has an urban population of approximately 4,000 but provides services for a 
total population of approximately 11,000. It is located 40 minutes south of Hastings on State 
Highway 2 and is also only 1 hour 15 minutes from Palmerston North.  
 
POSTION DETAILS 
Appointee will be a member of the senior management team as well as having responsibility 
for managing the pastoral care and discipline systems in the school. They will be actively 
involved in the development and implementation of the localised curriculum, 
demonstrating leadership skills to mentor and coach other teachers. 
  



 

 

JOB DESCRIPTION 
 
 
Teacher:   
 
Position:  Deputy Principal (3 M-units) 2020 
   (Release 0.4) 
 
Responsible to: The Principal 
 
Key Tasks 
 
1. To assist the Principal in all practical ways in the daily running of the school 
2. To assume leadership of the school in the absence of the Principal 
3. To be part of the senior management team 
4. To provide leadership in curriculum areas 
5. To assist in leading the development and implementation of a localised 

curriculum 
5. To teach a class of students at the year level negotiated. 
 
Classroom Responsibilities (0.6) 
 
• To provide appropriate learning opportunities for a classroom of children at 
     the year level negotiated 
• To ensure that classroom management techniques provide a secure and 
    disciplined learning environment. 
• To provide an atmosphere where parents feel free to approach the teacher 
     with any concerns about their child. 
• To develop and implement learning programmes in accordance with the 
     National Curriculum and school policies and scheme. 
• To carry out pupil assessment in appropriate ways, so as to gain accurate 
     and formative evaluation which directly influences future planning in the  
     classroom. This includes keeping the Student Database updated. 
• To report to parents as outlined in school policy. 
 
Administrative and School Wide Responsibilities: 
 
• Ensure all classrooms are equipped with essential teaching materials 
• Co-ordinate the staff duty roster and see that duties are carried out effectively. 
• Co-ordinate and oversee LEOTC programmes across the school. 
• Co-ordinate tracking of pupil progress throughout the middle and  
     senior school with a special focus on C.W.S.A. and C.W.S.N. pupils. 
• Organise and run school assemblies working closely with the Principal. 
• Put in place steps that develop a healthy school tone characterised by: 
     positive pupil behaviour and desirable playground interaction, positive 
     interaction between staff and pupils. 

 



 

 

 
 
Staff Responsibilities: 
 
• To establish and maintain a professional and collegial relationship with each staff 

member that fosters an effective educational environment. 
• To bring to the Principal’s attention any concerns that the staff may have, so that these 

may be addressed promptly. 
• Attend all senior management meetings. 
• Assist staff throughout the school with guidance and support for handling 
    pupils with particular behavioural and/or learning difficulties. 
 
 
School Leadership 
 
As Deputy Principal you are responsible for: 
 
• Being a professional role model for the teachers in the school. 
• Carrying out competent teaching programmes and practices when teaching. 
• Holding meetings which are characterised by open discussion and shared decision 

making. 
• Ensuring programmes of work across the school are thoroughly planned, encouraging 

shared planning and collegial support between the teachers in each team. 
• Collating and analysing achievement data across the school. 
• Acting as public relations person in matters requiring communication between teaching 

teams and the school community. 
• Delegating responsibilities for staff to assist with the smooth running of the the school. 
• Working closely with the Principal to ensure continuity of programmes and smooth 

transition for students between areas of the school. 
• Undertaking appraisals of some staff in the school alongside the Principal. 
 
Other Professional Responsibilities: 

 
• Undertake ongoing professional development in areas identified each year for personal 

and school growth. 
• Control the Risk Management requirements for LEOTC programmes. 
• Ensure that training sessions for students in inter-school sports teams, quiz teams and 

Mathletics teams are organised. 
• Oversee the Emergency Evacuation Scheme and set up regular emergency drills (once a 

term). 
• Organise the Road Patrol roster and training programme each year. 
• Head school wide programmes as negotiated with the Principal. 
 
 
 
Signed: 
        Deputy Principal            Principal    Date 



 

 

Waipukurau School 
Deputy Principal (3MU) 

 
 

Suggested Timeline for Appointment 
 
 
 
• 14th November 2019  - Position advertised 

 
 

• 29th November 2019  - Registrations of interest close at 9.00am 
 
 

• 2nd – 5th December 2019  - Shortlisting of applicants to be notified for  
                                                                         interview 

 
• 7th – 8th  December 2019  - Interviews held 

 
• 9th December 2019  -  Successful applicant notified 
 
 
It is expected that the successful applicant will be able to commence work in this position at 
the start of the 2020 school year. 
 


