
 
 

 
 
 
 
17 January 2020     
 
Dear Applicant 
 
Thank you for your interest in the Principal’s position at Waituna West School. We have a great little school 
in a lovely part of New Zealand. 
 
We enclose the application form, relevant information, and the key dates for the appointment process. 
 
This is a U2 principal’s position, and the school is rated as Decile 6.  The salary for the position is according 
to the Primary Principal’s Collective Agreement.   
 
Waituna West School is a full primary school, situated approximately 25km north west of Feilding and 35 
minutes from Palmerston North. The school maintains an open, friendly and welcoming environment for 
students, parents and community, along with a very supportive Board of Trustees. The school has an 
excellent range of teaching and learning resources.   The school has a proud history, with a supportive 
parent community.   Set in attractive grounds, which include a swimming pool  and all-weather astroturf, 
Waituna West School has a current roll of 60.  It is a healthy 3-Teacher school, and currently the Principal 
has a 0.6 teaching component.  Waituna West Playcentre is also situated on the school grounds which 
enables the school to develop a strong relationship with the staff and families there.  
 
The school is an active member of the Oroua Schools Cluster, and is participating in the Feilding Kahui Ako 
Community of Learning. 
 
An excellent little school house, situated adjacent to the school property, may be available to the successful 
candidate. 
 
The Board looks forward to receiving your application. 
Yours sincerely 
 
 

Jill Kowalewski 
Board Chairperson 
Waituna West School 
 
 
 
 
 

      

 

 

 

 

Waituna West School 
        “NOT FOR SCHOOL BUT FOR LIFE WE ARE LEARNING” 

 
50 Waituna-Tapuae Road RD9 Feilding 4779 



Note To Applicants 
 

1. Please ensure that you complete all sections of the application forms as well as the 

Experience & Skills form. 

 

2. Attach a covering letter, briefly summarizing your suitability for the position. 

 

3. Attach a copy of your Curriculum Vitae. These will be retained until the end of the process. If 

you would like yours returned please indicate. 

 

4. The proposed time frame for the appointment process is as follows. Please note this is only 

an indication. 

 

• Applications Close:                Friday 14 February 3pm 

• Interviews Commence:          22-23 February  

• Appointment Confirmed:        24-25 February 

• Commencement Date:           Monday 27 April 2020 

 

5. All correspondence should be labelled, ‘Confidential Application’ and be emailed to Jill 

Kowalewski at: jillk@waitunawest.school.nz  

 

6. Or alternatively they can be posted to: 

           Jill Kowalewski 
BOT Chairperson 

1083 Cheltenham Hunterville Road, RD 10                                                                                                                                                    

Hunterville 4780 

Please address any enquiries to Jill Kowalewski as above or on (06)3289878.  
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Principals Job Description 2019  
 

Position Title Principal Waituna West School 

Responsible to The Waituna West School Board of Trustees through its Chairperson 

Overview The Principal is the professional leader of Waituna West School, 
responsible for the day to day management of the school, the 
implementation of the Board’s policies; the direction and supervision 
of staff, and the educational outcomes for the students. 
 
The Principal as professional leader works in partnership with the 
Board of Trustees and is guided by the Board’s charter, policies and 
plans. 
 
The Principal is a full member of the Board of Trustees, sharing the 
collective responsibility for the governance of the school, including 
development of the annual budgets and development of school 
policy. 
 
As a mentor, manager, and professional leader there will be a close 
collaboration with the Board of Trustees involving the four main 
areas of responsibility: 

• Educational success of all students 

• Professional performance and development of all staff 

• Day to day administration of school life 

• Effective communication between all members of the school’s 
community 

Extent of 
Authority 

1. The Principal will comply with all legal requirements 
(legislation, employment contracts, school charter) and work 
within the Board’s Policy Framework. 

2. The Principal will be responsible for performance 
management and appraisal for all staff and ensure the Board 
meets its obligations as a good employer in all personnel 
matters 

3. The Principal is responsible for the day to day management 
and administration of the school, its resources and facilities. 

4. The Principal is responsible for professional leadership at 
Waituna West School, including curriculum and classroom 
programmes, staff performance, student wellbeing and 
progress. 

Guiding 
Objectives 

• Ensure that learning is the central focus of the school, and 
that staff are encouraged to learn new skills, new approaches 
and widen their curriculum and assessment knowledge, and 
by doing so meet the individual learning needs of all students. 

• Ensure that the school embodies opportunities to practice, 
teach and learn in a sustainable way. 

• Develop and promote a school culture where students feel 
safe, relaxed and encouraged to achieve and to mature 



physically and socially 

• Ensure that the school is an orderly place, where facilities are 
well maintained and respected. 

• Ensure that the core values and culture of the school is at the 
centre of all school activities 

Relationships • Give priority to the wellbeing of all students and raising 
educational achievement at Waituna West School 

• Supports and encourages staff at the school, promoting 
professional behaviour. 

• Has a constructive relationship with the Board of Trustees 

• Fosters and actively maintains positive relationships with 
students, parents and the wider community 

Curriculum 
Leadership 

The Principal, as the Educational Leader, is responsible for achieving 
the Board’s and Ministry of Education’s priorities as stated in the 
Charter and annual plans. 

• Have and show high expectations of student achievement 

• Oversee the identification of students at risk of not achieving 
and the provision of quality programmes to meet their 
learning needs 

• Oversee the planning, implementation and evaluation of 
teaching programmes in line with the national education 
guidelines, the national curriculum statements, the school’s 
charter, policies and plans and strategic goals of the Feilding 
Kahui Ako 

• Oversee the assessment, monitoring and analysing and 
reporting of students’ progress and achievements to the 
Board and parents. 

• Appoint appropriate staff and develop their skills through 
effective performance management and planned professional 
learning and development 

• Promote, develop and monitor the welfare of all students 

• Develop an annual plan that is aligned with the Board’s 
strategic plan and meets the needs of students. 

Personnel 
Management 

The Principal has overall responsibility for staff performance and 
development. 

• In conjunction with the Board of Trustees, ensure the school is 
properly staffed by qualified teachers 

• Allocated duties and accurate job descriptions for all staff, 
conduct performance appraisals, follow up the outcomes of 
appraisals and report to the Board as required. 

• Ensure all personnel files and documentation are current, 
complete and comply with appropriate legislation 

• Provide effective guidance and motivational leadership to all 
staff setting high standards of professional performance 

• In consultation with staff, identify professional learning and 
development priorities that are aligned to the Charter and 
Implement school wide PLD programmes 



• Evaluate PLD programmes and regularly report outcomes to 
the Board 

• Ensure the Board meets its obligations as a good employer 

• Supervise the development of person specifications, 
advertising of vacancies, selection of staff, and 
recommendations for appointments in line with Board policy 

• Approve staff attestation for salary increments. 

Financial and 
Administrative 
Efficiency 

The Principal is responsible for the efficient day to day management 
of the school’s finances in accordance with Board policy. 

• Assist the Board and staff to develop sound financial plans 
and budgets that reflect the current and futures needs of the 
school as stated in the charter 

• Ensure the annual Budget reflects the results sought by the 
Board and reflects its priorities.  Ensure there is adequate 
working capital and meet the requirement to have a balanced 
budget 

• Administer and monitor the schools funds according to 
approved annual budget and financial policies, and report to 
the Board as required 

• Oversee the school’s administrative systems so that they 
operate efficiently, are well documented and ensure prudent 
management of risk 

• Advise the Board on policy development, budgeting, planning 
and resources 

• Assist the Board in meeting annual audit and reporting 
requirements 

Supervision of 
Property and 
Resources 

With full support from the Board, the Principal is responsible for 
ensuring Waituna West School is a safe, secure school providing a 
positive teaching and learning environment for staff and students. 

• Ensure the school environment is kept safe and clean 

• Provide for acquisition, orderly management and upkeep of 
the school’s equipment and resources 

• Ensure an accurate asset register is maintained and assets 
insured 

• Ensure the Board’s 5YA and 10YPP are implemented 

• Provide advice to the Board on the maintenance, 
development and enhancement of school property and 
facilities. 

Promotion of 
Good 
Communications 
and Relationships 

The Principal is expected to work with the Board of Trustees to 
develop and nurture positive relationships with parents at Waituna 
West School and the wider community. 

• Foster a good working relationship with the Board of Trustees, 
staff, students, parents and members of the community 

• Achieve a climate of confidence, co-operation, support and 
goodwill between the school and its parents 

• Initiate and maintain a system of effective two way 
communication between the school, parents and the 



community 

• Actively support and encourage student interest and 
participation in a range of activities within the school, locally 
and regionally 

• Give parents and staff the opportunity to express their ideas 
and preferences through good consultative practices 

• Be sensitive to parent and community concerns, and seek to 
resolve these by ensuring sound procedures are in place to 
address concerns and complaints and these are managed in a 
timely manner. 

• Keep parents and the community well informed of the 
school’s activities, programmes and celebrate student and 
staff achievements 

• Ensure culturally responsive practices are implemented 

Teaching The Principal at Waituna West School has a teaching component.  
This changes year to year but at all times the principal is expected to: 

• Work with the Principal release teacher to provide consistent 
and well-balanced classroom teaching programmes 

• Working with the Principal release teacher ensure all school 
reporting, assessment and curriculum practices are met 

• Meet all teaching requirements as set out from the Education 
Council  

General The Principal will be required to achieve the above key functions and 
meet the Primary Principals Professional Standards and Registered 
Teacher Criteria as outlined in an annual performance agreement 
ratified by the Board of Trustees after consultation with the Principal. 

 

 

 

 

 

 

 

 

 

 

 

 


