
 

 

 

December 2019 

 
Tēnā koutou, 
 
Thank you for your interest in the position of Deputy Principal – Curriculum and Pedagogy at 
Kaipara College. 
 
Kaipara College, in its 60th year, has recently begun significant shifts in curriculum and 
pedagogy. This position avails itself due to the recent resignation of the Associate Principal 
who has had responsibility for curriculum design. This exciting opportunity for a passionate, 
driven and experienced educator to assist in revolutionising teaching and learning at Kaipara 
College. 
 
Please find enclosed a copy of the school Charter, a copy of our Annual Plan, full application 
pack, and a confidential referee report. Please ask two of your referees to complete the 
confidential referee report and email it to jsherman@kaipara.school.nz before the closing 
date. 
 
Once again, thank you for your interest in this position. 
 
Nga mihi mahana, 
 
 
 
 
Steve McCracken 
Principal 
Kaipara College 
 
 

mailto:jsherman@kaipara.school.nz
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KAIPARA COLLEGE 
Job Description 

Position title: Deputy Principal – Curriculum and 
Pedagogy 

Employment type: Permanent 
Reports to: Principal 

 
 
 

Background 

 

The Board of Trustees at Kaipara College expect the new Deputy Principal to be an 
enthusiastic, fully committed and innovative member of the school’s Senior Leadership 
Team. 

  

The job description for the position is primarily to lead curriculum and pedagogical 
development alongside another member of the Senior Leadership Team. 

 

Kaipara College has begun to implement significant curriculum change, specifically 
structural currently, but with the vision of being a school that has a sense of belonging and 
success. There is an expectation that this role will lead the successful implementation of a 
redesigned curriculum for Kaipara College. The exact nature of the role will be finalised 
following the appointment of the successful applicant. 

  

The Kaipara College website is where you can find out more about our school.  

  

If you have any further questions or require further information, please contact our 
Principal, Mr Steve McCracken via email at smccracken@kaipara.school.nz 
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KAIPARA COLLEGE 
Job Description 

Responsibilities and Tasks 
 

• Member of the Senior Leadership Team (SLT) 
• Member of the Management Group  
• Approximately 4 ½ to 6 hours of teaching 

 
Portfolios 

• Leading Curriculum Design and Implementation 
• Plus more to be negotiated with successful candidate as part of a consultative 

process with the SLT 
 
Other Responsibilities 

• To be negotiated with successful candidate as part of a consultative process with 
the SLT  

 
The responsibilities above can be changed at the discretion of the Principal, to 
align with the constant changing demand of Kaipara College 

 
 
 
The Deputy Principal at Kaipara College will: 
Build and sustain high trust relationships 

• High trust relationships are built and sustained with learners, the leader’s team/s, 
and other organisational leaders and those who have responsibility for particular 
areas or initiatives.  

• These relationships are based on credibility relating to deep educational 
expertise, treating others respectfully, openness, and good self-awareness.  

• Team leaders build and maintain a network of supportive-challenging 
relationships within and beyond the organisation. 
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KAIPARA COLLEGE 
Job Description 

Ensure culturally responsive practice and understanding of Aotearoa New 
Zealand’s cultural heritage, using Te Tiriti o Waitangi as the foundation 

• Ensures the curriculum supports all their learners to understand their cultural 
heritage. 

• Ensures their own understanding of what culturally responsive practice based on 
Te Tiriti o Waitangi means in practice, and why. 

• Uses this understanding in the development process for the organisational 
vision, and to evaluate the quality of teaching and learning and learner sense of 
belonging and engagement in learning, to ensure that it is consistent for all 
learners, responsive to their identity. 

• Works closely with parents, whānau, hapū and iwi, and others to develop 
goals about Māori educational success. 

• Ensures that staff develop and sustain a shared understanding of culturally 
responsive practice based on Te Tiriti o Waitangi, which is actively used in 
shaping strengths-based curriculum and pedagogy, in work with whānau and iwi, 
and inquiry into effectiveness for learners. 

• Ensures parents, whānau, hapū, iwi and community, are active contributors to 
the life of the organisation. 

• Ensures that Te Reo Māori is valued and increasingly used across the 
organisation and part of the curriculum for each learner. aspirations, and 
promoting inclusive practices and being fair. 
 

 

Building and sustaining collective leadership and professional community 
• Uses their deep educational expertise to develop leadership and knowledge 

within the area they are responsible for by:  
• drawing on individual and collective strengths  
• providing opportunities for others to actively contribute to initiatives and 

extend their knowledge and skills  
• ensuring that knowledge to improve learning is built and shared  
• ensuring that problems impeding learning and wellbeing in the area are 

identified and resolved  
• taking the initiative to try things out on the basis of good inquiry related 

to current practice 
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KAIPARA COLLEGE 
Job Description 

Strategically thinking and planning 

• Ensures active involvement of themselves and their team in strategic planning 
and review of progress.  

• Works closely with organisational leaders in the review of progress, and 
identification of well-founded priorities and works to support team members in the 
next phase. 
 

 

Evaluating practices in relation to outcomes 
• Ensures that their team produces useful and robust information about:  

• curriculum content, progress and engagement of learners and their 
wellbeing  

• organisational practices  
• staff wellbeing.  

• Analyses the learner and practice data for the team/s or area they are 
responsible for, asking what they indicate about the area or team’s progress 
towards the organisation’s vision and goals.  

• Identifies any puzzle of practice and finds out about what is happening in their 
area, and what is known about the causes of the puzzle and identifies effective 
responses to it by drawing on relevant research and working with trusted 
advisors beyond the organisation, either by themselves, or in collaboration with a 
team member.  

• Uses this analysis and enlarging of their knowledge in discussion with their team 
to identify actions to improve, and the best way to allocate resources. 
 

 
Adept management of resources to achieve vision and goals 

• Understands their area’s resourcing information, and uses it in line with the 
organisation’s vision, goals, and values.  

• Ensures that their actions are consistent with legal and national frameworks, 
particularly around employment and health and safety.  

• Ensures that staff in their area feel valued and are supported to grow their 
capability to perform well.  

• Ensures that performance review of the staff they are responsible for is carried 
out for improvement, not just compliance.  

• Works with their team to make the most effective and efficient use of the time, 
space and material resources they have.  

• Uses networks beyond the organisation for expert advice or access to resources 
relevant to curriculum and teaching practice that would enrich their practice and 
that of their colleagues 
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KAIPARA COLLEGE 
Job Description 

Attending to their own learning as leaders and their own wellbeing 
• Keeps abreast of new evidence and research-based knowledge that could 

challenge their thinking.  
• Uses critical friends to discuss leadership practice and extend their knowledge 

and capabilities.  
• Seeks and uses feedback for continued personal growth.  
• Reflects on their own leadership practice.  
• Sets aside some time each week for activities and rest that nurture their body 

and soul.  
• Ensures that their own performance review is carried out for improvement and 

challenge, not just compliance.  
• Maintains the personal and professional relationships that nurture and stretch 

them.  
• Plays an active role in leader networks within the spirit of ako. 

 
 
 
Embodying the organisation’s values, and showing moral purpose, optimism, 
agency and resilience 

• Shows by their behaviour and how they treat others the values expected by the 
organisational vision and goals, and the moral purpose at the heart of this work. 

• Shows courage, determination and hope in the face of difficulties.  
• Shows what it means to learn from set-backs and things that do not turn out as 

expected.  
• Thinks of new actions and supports staff who want to try new things that would 

advance the organisation’s vision and goals. 
 

 
Contributing to the development and wellbeing of education beyond their 
organisation 

• Takes an active part in local and regional education and community networks to 
add to the quality and equity of local and regional provision.  

• Contributes to the building of national knowledge about how to lead complex 
organisations in ways that improve teaching and learning, and equity of 
educational outcomes.  

• Contributes to the building of new knowledge for the teaching profession. 
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KAIPARA COLLEGE 
Job Description 

Relationships 

• The Principal is responsible for the conditions of employment of the Deputy 
Principal. 

• The Deputy Principal will on a day to day basis, work most closely with the 
Principal, other members of the SLT team and Heads of Faculties. 

• The Deputy Principal will develop relationships with members of the SLT. Heads 
of Faculties, teachers and other staff, students, family and whanau which are 
positive and supportive and which encourage open communication, co-operation 
and the sharing of ideas and tasks. 

Reporting 
• The Deputy Principal will report to the Principal. 
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KAIPARA COLLEGE 
Job Description 

 
General Key Accountabilities for Senior Leadership Team members 

 
Culture 
 
Provide professional leadership that focuses the school culture on enhancing 
learning and teaching 
 
• With the Principal, develop and then implement a school vision with shared goals 

and values focused on enhanced engagement and achievement (academically, 
socially and culturally) for all students. 

• Promote a culture whereby staff members assume appropriate leadership roles and 
work collaboratively to improve teaching and learning. 

• Model respect for others in interactions with adults and students. 
• Promote the bicultural heritage of New Zealand by ensuring that it is evident in the 

school culture. 
• Maintain a safe, learning-focused environment. 
• Promote an inclusive environment in which the diversity, multi-cultural nature and 

prior experiences of students are acknowledged and respected. 
• Manage conflict and other challenging situations effectively and actively work to 

achieve solutions. 
• Demonstrate leadership in professional practice, through applying critical inquiry 

and problem solving. 
 
 
Pedagogy 

 
Create a learning environment in which there is an expectation that all students will 
experience success in learning 
 

• Promote, participate in and support ongoing professional learning linked to  
student progress. 

• Demonstrate leadership through engaging with staff and sharing knowledge about  
effective teaching and learning in the context of the New Zealand curriculum 
documents. 

• Ensure staff members engage in professional learning to establish and sustain 
effective teacher / learner relationships with all students. 

• Promote and support the gaining of worthwhile qualifications and successful 
transitions  
to tertiary education or employment for all students. 

• Ensure that the review and design of school programmes is informed by school-
based and external evidence. 

• Foster a professional learning community within which staff members are 
encouraged to be reflective practitioners engaging with research, and feedback on 
their professional practice. 

• Ensure the use of best practices for assessment, and analyse and act upon 
evidence on student learning to maximise learning for all students. 
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KAIPARA COLLEGE 
Job Description 

 
 

• Focus in particular on success in learning for Māori and Pasifika students, students 
with special education needs, and students at risk of not succeeding at school. 

 
 
 

Systems 

 
Develop and use management systems to support and enhance student learning 
 

• Exhibit leadership that results in the effective day-to-day operation of the school. 
• Operate effective systems within board policy and in accordance with legislative 

requirements. 
• Effectively manage personnel with a focus on maximising the effectiveness of all 

staff members. 
• Use school / external evidence to inform planning for future action, monitor progress 

and manage change. 
 
 

Partnerships and Networks 
 

Strengthen communication and relationships to enhance student learning. 
 
• Work with the Principal to facilitate strategic decision-making. 
• Actively foster positive relationships with the school’s community and local iwi. 
• Actively foster professional relationships with, and between colleagues, and with 

government agencies and others with expertise in the wider education community. 
• Ensure regular interaction with parents and the school community on student 

progress  
and other school-related matters. 

• Actively foster positive relationships with other schools and participate in 
appropriate  
school networks. 
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KAIPARA COLLEGE 
Job Description 

General Statements 
• The fully registered and qualified Deputy Principal will engage in appropriate 

professional relationships and demonstrate commitment to professional values, 
and 

• The Deputy Principal will make use of their professional knowledge and 
understanding to build a stimulating, challenging and supportive environment that 
promotes wellbeing, learning and success for our learners, staff, families and 
whanau. 

 
 
Expectations 
 
The position of Deputy Principal carries with it a number of expectations including: 
 

• commitment to the College and to the enhancement of its tradition of excellence, 
• contribution to the life of the College outside the classroom, 
• commitment to be an excellent role model and professional leader to all staff, 
• provision of significant leadership in the areas of curriculum and pedagogy of the 

College, 
• commitment to participate in professional development and performance 

management programmes, and 
• genuine interest in students and a desire to see them achieve to their full potential. 

 

Appraisal of performance for this job description is against the Code of Professional 
Responsibility (Education Council, June 2017) and employment and under the terms and 
conditions of the Secondary Teachers Collective Agreement. 

 

Job description for Deputy Principal (Permanent) Kaipara College, as discussed and 
agreed between: 

_______________________ 
Deputy Principal 

_____________________ 
signed 

____________________ 
date 

Mr Steve McCracken 
Principal, Kaipara College 

_____________________ 
signed 

____________________ 
date 
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APPLICATION FOR DEPUTY PRINCIPAL’S POSITION 
Kaipara College – Personal Profile 

Please complete this form  

1. PERSONAL INFORMATION 
 

Full name:  

Address:  

  

  

Home phone:  

Mobile:  

Email:  

Date of Birth:  

Place of Birth  

Nationality/Citizenship:  
  

Please include photo identification with your application – e.g. passport or drivers licence 

 

Are you legally allowed to work in New Zealand? YES☐ NO☐ 

   

Where appropriate, please attach evidence of eligibility to work in New Zealand. 

 

Current driver’s licence: YES☐ NO☐ 

 

 

 

 

 

 

 



 
 

2 
 

2. EDUCATION QUALIFICATIONS 
 

Qualifications held: TTC/BTchg/Degree  

Qualification Awarding Institution Date attained 

   

   

   

   
 
Date of certification:   

Teachers Registration Number and Practising Certificate:   

Expiry date:Click or tap to enter a date.   
  

3. CURRENT EMPLOYMENT 

 

Position:  

School/Institution:  

Location:  

Date appointed:  
 
Immediate supervisor/employer:  
 

Name:  

Position:  

Address:  

  

Work phone:  

Home phone:  

Email:  
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4. MEDICAL/HEALTH 
 

Please describe any injury or illness you have had that may affect your ability to effectively 
carry out the duties and responsibilities of the position. 

 

 

  

 
 
Do you have any other known condition that may affect your ability to carry out the duties 
and responsibilities outlined in the job description? If yes, please provide the details.  

 

 
 

I understand that any false information given in relation to my medical history may result 
in my loss of entitlement for any compensation from ACC or the board’s workplace 
accident insurer. 

 

5. CONVICTIONS 
 

Have you ever been convicted of any criminal offence (other than a minor traffic 
offence)? 

YES☐ NO☐  

If YES, please provide the date and details of the offence, the penalty, or reason, together 
with any comments you may wish to make. 

   

  
 
Do you have any other known condition that may affect your ability to carry out the duties 
and responsibilities outlined in the job description? If yes, please provide the details.  

  

  
 
Are you currently awaiting the hearing of any charges? 

YES☐ NO☐  
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If YES please provide details. 

  

  
  

Have you been, or are you currently under investigation from any other authority such as 
Health & Disability authority, Privacy Commission etc? 
 

YES☐ NO☐  

If YES please provide details. 

 

 
 

Have you ever been the subject of any concerns involving child safety? 

YES☐ NO☐   

If YES please provide details. 

  

  

  
 
Please note: 
 
You may be asked to provide a copy of the relevant court record(s) obtained from the 
police.  The board reserves the right to contact authorities to verify the claim made. 
 
Failure to provide correct and true details of any conviction or other reason for possible 
unsuitability will make you liable to dismissal from the employment of Kaipara College 
School Board of Trustees should you be the successful applicant. 
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6. REFEREES 

Please provide names, postal and email addresses, and phone numbers of three (3) 
referees, who can attest to your professional capability. 
 
Please ensure that one is able to verify your ability to: 

• Relate to/work constructively with your employer (either BOT or principal) 
• Lead a team, work collaboratively with others to implement a project 
• Please ensure that two referees are colleagues capable of commenting on your 

approach and beliefs about learning and teaching 
Referee (1) 

Name:  

Address:  

Email:  

Telephone: Private:    Business: 
 
 

 
Capacity in which you have known this 
person:  Click or tap here to enter text. 

 
Referee (2) 

Name:  

Address:  

Email:  

Telephone: Private:   Business:      
 
Capacity in which you have known this 
person:  Click or tap here to enter text. 
  
Referee (3) 

Name:  

Address:  

Email:  

Telephone: Private:  Business:Click or tap here to enter text. 
 
Capacity in which you have known this 
person:  Click or tap here to enter text. 
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I, Click or tap here to enter text. 

(a) Consent to the school seeking verbal or written information about me on a 
confidential basis from representatives of my current and previous employers and/or 
referees and authorise the information sought to be released to the Board of 
Trustees of Kaipara College for the purpose of ascertaining my suitability for the 
position for which I am applying. 

(b) Authorise the Board of Trustees of Kaipara College and its agents to make any 
reasonable inquiries concerning my background to assist in accessing my suitability 
for the position of principal at Kaipara College for which I am applying. 

(c) Authorise the board, or nominated representative, permission to access any 
information held by the Education Council for Aotearoa NZ, or any other educational 
organisation, including information regarding matters under investigation, to gather 
information related to my suitability for appointment to the position. 

(d) Declare to the best of my knowledge the information provided in this application 
and in any curriculum vitae enclosed is accurate and I understand that if any false or 
misleading information is given, or any material fact is suppressed or deliberately 
omitted, I will not be employed, or if I am employed, my employment will be 
terminated. 

 
Signature:_____________________________ Date:Click or tap to enter a date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DECLARATION 
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PERSONAL SPECIFICATIONS 
 
Please comment in 300 words or less per section on how you see yourself fulfilling each 
specification and focus question. Base your response on current or past experience, professional 
development, and/or training qualifications. 
 
ROLE OF PEDAGOGICAL LEADER  
 
 
 
 
 
 
 
 
ROLE OF CULTURAL LEADER  
 
 
 
 
 
 
 
 
 
ROLE OF ADMINISTRATOR 
 
 
 
 
 
 
 
 



 
 

8 
 

 

 

ROLE OF COMMUNICATOR 
 
 
 
 
 
 
 
 
 
DESCRIBE YOUR PERSONAL VISION AND EXPECTATIONS  
 
 
 
 
 
 
 
 
 
 
 
TELL US WHY YOU ARE THE BEST CANDIDATE TO CONTINUE THE VISIONARY PATH THROUGH 
WHICH WE TRAVEL 
 
 
 
 
 

 



Candidate Reference Form – Leadership 
 
 
 

1 
 

The candidate listed below has applied for a teaching position at Kaipara College and has provided your details in support of their application.  
Your prompt attention in completing the items below and returning the form to us is greatly appreciated.  
Please return to jsherman@kaipara.school.nz  
 
 

Name of Candidate  Role  

Name of Referee  Position/School  

Telephone  Email  

 
1. How long have you known this candidate? 

 

     
2. In what capacity do you know this candidate? 

 

     
3. How would you describe this candidate as a leader?  

 
 
 

     
4. Would you recommend this candidate for this position?  Highly  Favourably 

     
  With reservation  No (please provide reason in comments) 

 
Please record a number using the following scale to rate this applicant in each area: 

 
(1) Outstanding (2) Above Average (3) Average (4) Below Average (5) Unsatisfactory (NA) No Knowledge 

 

 
 
 

Professional attitude  

Attendance, punctuality and reliability  

Honesty and integrity  

Ability to work under pressure and meet deadlines  

Relationships with colleagues  

Relationship building with students and the wider community  

Communication (verbal and written)  

  

Leadership effectiveness  

Leader of teaching and learning  

Curriculum leadership  

Establishing and maintaining high expectations (staff and students)  

Assessment and evaluation of student progress  

Commitment to continuous improvement - teaching and learning  

Commitment to continuous improvement - staff development  

Leading change at a national and/or local level  

Adaptability to change  

  

mailto:jsherman@kaipara.school.nz


Candidate Reference Form – Leadership 
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LEADERSHIP 

Strengths Areas for further development 

 
 
 
 
 
 
 
 

 
 
 
 

 
 

 
 

Would you re-employ this candidate or be willing to work with this candidate in the future?  Yes  No 
 

 

ADDITIONAL COMMENTS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Permission to share comments with Hiring Manager?  Yes  No 
     
Permission to share comments with candidate?  Yes  No 


	Kaipara College Deputy Principal Introduction Letter
	Kaipara College Deputy Principal Job Description 2019
	Kaipara College Deputy Principal's Application Form 2019
	1. PERSONAL INFORMATION
	2. EDUCATION QUALIFICATIONS
	3. CURRENT EMPLOYMENT
	4. MEDICAL/HEALTH
	5. CONVICTIONS
	6. REFEREES

	Preliminary Reference Report
	Please record a number using the following scale to rate this applicant in each area:
	(NA) No Knowledge
	(5) Unsatisfactory
	(4) Below Average
	(3) Average
	(2) Above Average
	(1) Outstanding


