
 
 
 
 
 
 
 

16 July 2020 
 
 
 
 

Dear Applicant 
 
Thank you for your interest in applying for the full-time, permanent position of Deputy Principal at 
Westburn School. The position has five permanent management units attached, and commences at the 
beginning of Term 1, 2021. While the role is fully released, willingness to undertake teaching on a needs 
basis is required. 
 
Westburn School is a full primary school in the north-west of Christchurch. We are a member of the North-
West Cluster which includes Avonhead, Merrin, Russley & Westburn Schools. We have a current roll of 482 
which usually grows to a little over 500 during the year. Our school population is 33% NZ European, 3% 
Māori and 49% Asian. The multi-cultural nature of our school is reflected in our curriculum and other 
programmes.  

 
You are welcome to contact me via the school office if you have any questions regarding this position.  
 
Applications should be submitted electronically to admin@westburn.school.nz by 4pm on Monday 10 
August and must include: 

• a letter of application; 

• a curriculum vitae; and 

• the attached application form. 
 
 
Ngā manaakitanga 

 
 
Susan Jennison 
Principal-Tumuaki 
 
 
 
 
 
 
 
 
 
 

 



 

Deputy Principal Person Specification  
 
 
 

Westburn School seeks a strong and proven leader who: 

• Can develop and maintain positive, constructive professional relationships with staff, students and parents; 

• Works collaboratively with staff to develop effective & consistent programmes and practices across the school; 

• Upholds the values of the school at all times and in all forums; 

• Has successful change management experience; 

• Can foster community relationships, involvement and partnerships;  

• Is an active, fully contributing and collaborative member of the senior leadership team;  

• Is solution focused with innovative approaches to problem solving; 

• Can deputise for the principal when required; 

• Demonstrates quality professional leadership; 

• Communicates effectively throughout the school and in the wider school community;  

• Can coach, mentor and grow middle leaders and teachers; 

• Has high expectations for their own performance; and 

• Supports staff and student wellbeing. 

 

The successful applicant will have the ability to effectively undertake the following key roles:  

• Leadership of curriculum & assessment: 

o Lead the ongoing development of quality teaching and learning across the school. 

o Work with colleagues to develop, refine and review a responsive local curriculum for our school. 

o Evaluate, refine and coordinate assessment processes and practices, continuing to grow teachers’ 
practice in developing assessment capable learners. 

o Demonstrate understanding of assessment for improving student learning, progress and 
achievement and support teachers to use this also. 

o Undertake a system of curriculum review, ensuring it reflects programmes in action in the school, 
and reporting this to SLT and the Board of Trustees. 

• Oversight or reporting practices 

o Oversee the use of Hero and ensure that it is used consistently and accurately to report student 
progress and achievement. 

o Ensure data entered on PaCT are accurately moderated with colleagues, and that staff are confident in 
their use of the tool and the Learning Progressions Framework. 

• Behaviour support  

o Work with the school’s PB4L team to support the ongoing development of PB4L within the school. 

o Assist teachers to develop and embed behaviour practices aligned to restorative practice and PB4L. 
 
 



Deputy Principal job description  

 

 

A job description, aligned to the Educational Leadership Capability Framework, will be confirmed with the 
successful applicant. We recommend that applicants align their applications to the framework.  
 
The job description will also incorporate the relevant professional standards contained in the current Primary 
Teachers, Deputy Principals, Assistant Principals and other Unit Holders Collective Employment Contract, contribute 
to performance review, and is an adjunct to any management unit duties and responsibilities that will be 
negotiated. 
 
Applicants should also list their skills, knowledge and experience in relation to the key responsibilities and 
management unit duties of the role, which are likely to be: 

• curriculum and assessment; 

• reporting; and 

• behaviour support. 
 
 
 
 
 
 
 

 
Recruitment process timeline 
 

 
 
Position advertised in Education Gazette   Online - Monday 20 July 2020 

Hard copy - Monday 03 August 2020  
      
Applications close                                           4:00pm, Monday 10 August 2020 

 
Interviews       Between 11 & 15 August 2020 

 
Appointment confirmed      Monday 17 August 2020 

 
Position commences      28 January 2021 
 

 
Please note: 
 

All shortlisted candidates will be required to bring to their interview both originals and copies of two forms of 
identification, preferably a passport (or birth certificate) and driver’s licence. 
 
 
 



 

Westburn School Deputy Principal Application 
 
 
 
Important notes for applicants 
 
Thank you for applying for a position with 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 will contact the writers of these references. Please note that we reserve the right to contact 
previous employers listed, but not acting as referees. 

3. Copies only of qualification certificates should be attached. 

4. If you are selected for an interview you may bring whānau/support people at your own expense. Please 
advise if this is your intention. 

5. 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. 

6. Shortlisted applicants for non-teaching positions will be asked to give consent to a police vet. It is a 
requirement in the Education Sector for all employees to be vetted. 

7. 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 sentence 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 fine 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. 

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. 

 

 
 
 
 
 
 
 
 

 



Application for Appointment  Deputy Principal 
 

Personal Details:  

 Preferred Title: (please circle one) 

Surname:   Mr  /  Mrs  /  Ms  /  Miss 

First Name(s):   
 
Contact Details:  

Telephone: Home:  Work:   

 Other:     

 
 

Present Position: 

School:  Location:   
 
 

Position Held:  
        Time 
Position Held:   

 
 
Educational Qualifications Summary: 
 
Registration: Full / STC / Provisional  Number:   
 
 
  Completed Degree:  Date Awarded:           /        /  

 
  Advanced Diploma of Teaching Date Awarded:           /        /  

 
  Higher Diploma of Teaching Date Awarded:           /        /  

 
  Diploma of Teaching Date Awarded:           /        /  

 
 

 

Teaching Service: Please outline below your experience relevant to this position: 

Position  Units School Level Date From Date To 

      

      

      

      

      

      

      

      
                                                                                                           
                                                                                                          Total Years of Teaching Service: 



Disclosure of Convictions Against the Law 

Note that all applicants may be asked to authorise the Privacy Commissioner to release details of their Police Record to 
the Board of Trustees. 
 

Have you been convicted of any offence, in New Zealand or                                         Yes  /  No                       

overseas, within the last 10 years? 

(This does not include minor traffic infringements)                                                                                         

 

 Do you have any criminal charges pending?                                                                      Yes  /  No 

 

If yes for either question, please provide details below: 

 

 

 

Physical and Emotional Fitness 

 
Have you ever suffered an injury or illness or medical condition that may be aggravated by the tasks of this position?                                                 
 
                                                                                                                                                    Yes  /  No                                                                                  
 
 
If yes, please provide details below: 
 
 
 
 
 
 
 
 
 

Other Relevant Information 

 

If there is any other relevant information that would assist the Board in making its decision about your suitability or 
otherwise to fill the vacancy please outline this below. 
 
 
 
 
 
 

 



 
 
Referees 
 

Please provide names, addresses and contact details of three persons from whom professional, confidential statements may 
be obtained in support of your application.  It is important that these referees are able to verify professional competencies 
relative to this position, i.e. teaching, leadership, management and communication skills. 

Referee One 

Surname: Home (ph): 

First name: Work (ph): 

 Other: 

Capacity in which I know this person: 

Referee Two 

Surname: Home (ph):  

First name: Work (ph):  

 Other:  

Capacity in which I know this person: 

Referee Three (Optional) 

Surname: Home (ph):  

First name: Work (ph):  

Address: Other:  

Capacity in which I know this person: 

Declaration: Please read the following statement and sign below to show your agreement with it. 
 
In accordance with the Privacy Act 1993, I give consent for the Board of Trustees or its representatives to make enquiries 
from the referees listed in this application and give consent to the referees’ making such information available. Furthermore I 
also give consent for the Board of Trustees or its representatives to make enquiries of past or present employers, colleagues, 
other education professionals, or any other person who may be in a position to assist the board in determining my suitability 
in terms of filling the vacancy and give consent to those people to provide such information. 
 
Signed:                                                                                             Date: 
           

 

Confirmation: Please read and sign the following statement: 
I certify that the information provided in this application (including my covering letter and curriculum vitae) is, to the best 
of my knowledge, correct. 

Signed:                                                                                            Date: 

 

Privacy Statement from the Board of Trustees to Applicants 

The information that has been provided or will be provided to the Board of Trustees in regard to this application will only 
be used for the purpose of determining the applicant’s suitability to fill the vacancy. Only the Board of Trustees and its 
representatives will have access to the information. On completion of the appointment process, hard copy curricula vitae 
will be returned to all unsuccessful applicants. The curriculum vitae of the successful applicant will be kept on file along 
with their application. All referee reports, together with other information gathered on applicants during the process, will 
be destroyed. 

 


