
 

NATONE PARK PRIMARY SCHOOL 
Applying for the Principal Position 

 

To the applicant: 

Tēnā koe,  

Our community, whānau, staff and children wish to acknowledge your interest in the Principal vacancy at 
our school – Natone Park Primary School.   

In this applicant package, you will find the job description and person specifications, the process steps and 
timeline. You can readily find the 2017 ERO review online.  Please contact the school directly if you would 
like a copy of the 2019 charter, strategy and implementation plan.  You will also find a small number of forms 
that must be completed and returned with your curriculum vitae and supporting documents.  Written 
references will be accepted on the understanding that applicants will have obtained consent from referee/s 
to share their contact details for the panel to follow up when this is appropriate. 

Our school community expects to appoint the best, most suitable, most competent person that has applied 
before the closing date for applications.  The Commissioner has completed due diligence to assure the 
recruitment, selection and appointment process is fair, consistent and meets the legislative requirements of 
a good employer. 

Applicants can be assured the position has been advertised nationally; the most suitable person will be 
appointed; obligations regarding equal employment opportunities are fulfilled; and the process will be 
completed in good faith with existing and potential employees honestly and openly.  

School Profile: Background and Context 
Our school is located at the rear of Waitangirua Mall within the heart of Porirua East. Our community population comprises 

whānau from all walks of life including Pasifika, iwi Māori and war-torn countries.  Our whānau are full of hope and involvement 

for their children to benefit from positive learning experiences where schooling achievement and success values identity and 

strengthens culture, sport and academic interests. 

 

At the time when this profile was prepared there were 100 students enrolled at our school - 58 boys and 42 girls.  We are a diverse 

school community with many of our students with both Māori and Pasifika heritage.  Our students bring rich cultural backgrounds 

with strong affiliations to iwi Māori, Samoan, Tongan, Rarotongan, Syrian, Chilean, Cambodian, Colombian and Pākeha that 

live in Waitangirua and amongst the wider communities of the Porirua East area.  We are a vibrant community with third and 
fourth generation whānau relationships including new-arrivals who can expect our school to be a positive contribution to student 

learning, health and well-being.  Many of our whānau are employed in labour intensive occupations which involve long hours 

while others are more mobile with no fixed abode.  Our staff are locals who understand these circumstances.  This is particularly 

apparent in their relationships with each other, our children, caregivers, parents and visitors to our school. 

 

A Commissioner was appointed in 2016 and the current appointee has been in place since 2017.  Since then, regular MoE and 

ERO engagements have taken place to monitor and evaluate progress.  The Principal vacancy advertisement is a signal of progress 

and readiness to confirm the curriculum leadership and school management for the school community and its staff.  The 

Commissioner will continue to guide and support the school community with training opportunities in preparation for effective 

governance. 



 

Timetable 

Position advertised By Friday 27th September  2019 Education Gazette. 

Applications closed Friday 25th October 2019 Applications close at 3.00 p.m. No 
exceptions. 

Shortlisted candidates decided 
and interviews scheduled 

By Thursday 29th October 2019 Selection Panel deliberates and decides the 
final list. 

Shortlisted candidates notified By Friday 30th October 2019 Formal agreement promptly expected from 
shortlisted candidate to proceed. 

Referees contacted By Friday 12th November 2019 Referees for  shortlisted candidates 
contacted 

Interviews completed By Friday 19th November 2019 Interview Panel pre- and post-briefings 

Interviews begin at agreed times with 
shortlisted candidates 

 

The job description and person specifications are provided in this package.  
 
The application form is included here. This must be completed in full and returned for Attention: Dr Brendon Te Tiwha 
Puketapu, Commissioner, CARE OF: Miro Fuimaono, School Administrator, at miro@natone.school.nz. 
 
It is your responsibility to ensure your referees consent and provide contact details. You will find this section at the 
end of the application form. Please make sure this is received by Miro Fuimaono via email to miro@natone.school.nz  
before the application closure date Friday 3pm, 25th October 2019. 
 
While every effort will be made to keep to the timetable, circumstances may arise that require the timeline to be 
altered.  The panel will endeavour to minimise the impact of any changes to the timeline. All application forms and 
documents in paper or e-copy will be destroyed within three months after the completion of the appointment process. 
An applicant may formally request the return of their documents when the application is submitted.  This request 
would be completed at the end of the process. 
 
Copies of qualifications, awards, Education Council registration card and either your driver’s licence or passport must 
be attached to your application.  If you are successful then expect to be asked to present the originals.   
 
If you have questions, please email your enquiries to Miro for the Commissioner.  Remember to email your completed 
application form and documentation to Miro Fuimaono, School Administrator, at miro@natone.school.nz for the 
attention of the Commissioner, by Friday 3pm, 25th October 2019. 
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Job Description 
Purpose 
The Principal will lead and manage a positive learning environment which delivers quality education and student 
learning, achievement and success.  We expect tamariki to experience positive learning, achievement and success 
in ways that nurture and nourish their identity, culture and language.   We want our parents and caregivers, and 
their whānau to trust and have confidence in our teaching staff, support staff and auxiliary staff because they can 
readily see, hear, and feel their tamariki are being looked after and supported to learn, achieve and succeed.   
 
Accountability 
The principal is accountable to, and reports directly to, the board of trustees (the employer) through the board 
chairperson. 
 
Functional Relationships 
The principal will liaise, when necessary, with relevant government agencies and other organisations such as the 
Ministry of Education, Education Review Office, and Educational Support Services, Payroll Service, NZSTA and 
Unions. 
 
The principal will establish and maintain positive and professional relationships with staff, schools, parents and 
caregivers, whānau and their preferred organisations, and the wider community 
 
Delegations 
The principal is responsible for the successful management, administration and professional leadership of the 
school with due regard and appropriate response to statutory obligations and responsibilities and formal direction 
from the board, the school charter, the board’s policies and formal delegations to the principal role.  
 
Key Functions 
The principal will: 

 Assist the board with the development of the charter, strategy, implementation plan and budget 

 Advise the board on policy, professional and administrative matters 

 Develop and implement processes and procedures consistent with board policies and decisions 

 Professionally lead and manage the day-to-day running of the school by: 

o Implementing, monitoring and reporting on the charter, strategy and implementation plans with 

alignment to the approved annual budget. 

o Ensuring student educational needs are met. 

o Consulting and providing timely advice and reports on student achievement including analysis of 

variance. 

o Developing, promoting and monitoring a culture that values positive learning, competence, 

achievement, discipline and high standards of conduct and integrity. 

o Building and maintaining effective working relationships with the board, staff, students, parents and 

caregivers, and the wider community. 

o Delegating duties and responsibilities to staff and ensuring good communication within and outside 

the school. 

o Coordinating the day-to-day operations. 



 

o Providing and maintaining the school facilities, equipment and educational facilities. 

o Controlling, monitoring and reporting on the school finances. 

 Implement and monitor policy on staffing, staff performance, appraisal and professional learning 

development 

 Report to the board when required, and periodically, with analysis, advice and recommendations on the 

achievement of educational, financial and administrative objectives 

General  
 
The board of trustees in cooperation with the principal will jointly set and confirm the objectives and professional 
standards to be codified in the principal’s performance agreement.  When this has been achieved, the agreement 
should be ratified by the board. 

The Professional Standards provide a baseline for assessing satisfactory performance within each area of practice. 

They are likely to form part of the principal’s performance agreement which will also align with and reflect the 

school’s plans, the board’s goals, the principal’s job description and selected professional goals. 
 
 

Area of Practice Professional Standards 

CULTURE 
 
Provide professional leadership 
that focuses the school culture on 
enhancing teaching and learning 

● In conjunction with the board, develop and implement a school 
vision and shared goals focused on enhanced engagement and 
achievement for all students. 

● Promote a culture whereby staff members take on appropriate 
leadership roles and work collaboratively to improve teaching and 
learning. 

● Model respect for others in interactions with adults and students. 
● Promote the bicultural nature 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 and prior 

experiences of students are acknowledged and respected. 
● Manage conflict and other challenging situations effectively, and 

actively work to achieve solutions. 
● Demonstrate leadership through participating in professional 

learning. 



 

Area of Practice Professional Standards 

PEDAGOGY 
 

Create a learning environment in 
which there is an expectation that 
all students will experience success 
and 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, with a particular focus on Māori students. 

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

● Maintain a professional learning community within which staff 
members are provided with feedback and support on their 
professional practice. 

● Analyse and act upon school-wide evidence on student learning 
to maximise learning for all students, with a particular focus on 
Māori and Pasifika students. 

Area of Practice Professional Standards 

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 within board policy and in accordance with legislative 
requirements. 

● Provide the board with timely and accurate information and 
advice on student learning and school operation. 

● Effectively manage and administer finance, property, and health 
and safety systems. 

● 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. 

● Prioritise resource allocation on the basis of the school’s annual 
and strategic objectives. 

Area of Practice Professional Standards 

PARTNERSHIPS and NETWORKS 
 

Strengthen communication and 
relationships to enhance student 
learning 

● Work with the board to facilitate strategic decision making. 
● Actively foster relationships with the diverse 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. 

● Interact regularly with parents and the school community on 
student progress and other school-related matters. 

● Actively foster relationships with other schools and participate in 
appropriate school networks. 

 



 

Professional Specifications 
 

Natone Park Primary School requires an enthusiastic, committed and forward thinking professional leader with 
management and administration expertise to lead and manage the school.  Here are some of the attributes and skills 
we would appreciate: 
 
Attributes 

 Drive, commitment and creativity to ensure the best quality education is delivered to all students. 

 A proven track record of outstanding curriculum leadership and pastoral care. 

 Excellent communication and interpersonal skills that inspire and build strong relationships with students, staff, 

the Board, whānau, the wider community including local hapū and iwi. 

 An innovative and experienced leader who can manage a team of people through effective and collaborative 

leadership practices. 

 Successful experience with the promotion of student agency and whānau and caregiver agency. 
 Innovative and forward thinking to provide input to board planning and considerations. 

 Self-aware and reflective with opportunities, risks, weaknesses and strengths. 

Skills 

 Sound knowledge and successful experience of education provision in schools. 

 Sound and extensive knowledge of the NZ curriculum and pedagogy. 

 Create a learning and teaching environment where all students experience positive learning and success. 

 Strong interpersonal skills which include communicating orally and in writing, listening, negotiating, consulting, 

leading, motivating, counselling and mediating. 

 Competent trained teacher with experience in senior positions and/or experience as a principal. 

 Dedicated and highly organised with the knowledge and experience to prioritise tasks and work efficiently. 

 Knowledge and experience in managing staff including industrial, personnel and performance management. 

 Experience in administration including planning, budgeting, accounting, delegating, developing systems and 

computer literacy. 

 Strong self-management skills including timely completion, decision making and self-control. 

 

 

 



 

Natone Park Primary School 

APPLICATION FOR EMPLOYMENT 
 

  Important Notes for Applicants  
 

Please ensure you are aware of the job description before completing the application. 
 

1. Fully complete this form personally. Read carefully 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 necessary. 
3. Copies only of qualification certificates should be attached. If successful in your application you will be 

required to provide the originals as proof of qualifications. 
4. If invited for an interview you may bring whanau/support people at your own expense. Please let us know. 
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. All applicants will be required to give consent to a Police vet.  Applicants may not be employed as a 
children’s worker if they have been convicted of a specified offence listed in Schedule 2 of the Children Act 
2014, unless they obtain an exemption. The Criminal Records (Clean Slate) Act 2004 will not apply to these 
specified offences and these offences will be included in your Police vetting results.  The Clean Slate Act 
provides certain convictions do not have to be disclosed providing: 

 you have not committed any offence within 7 consecutive years of being sentenced for the 
offence. 

 you did not serve a custodial sentence at any time. Custodial sentence means a sentence of 
imprisonment and includes corrective training, preventative detention, a sentence of imprisonment 
served by home detention, borstal training, detention centre training and any other sentence that 
requires the full-time detention of an individual. Non-custodial sentence includes, but is not limited 
to, a community-based sentence, a sentence of home detention, a sentence of a fine or reparation, 
a suspended sentence of imprisonment, and a specified order. 

 The offence was neither a specified offence under the Clean Slate Act 2004 not a specified 
offence under the Children Act 2014. 

 You have paid any fines or costs. 
You are not obliged to disclose convictions if you meet these conditions but can do so if you wish. If you 

are uncertain about eligibility then contact the Ministry of Justice for clarification. 

7. Shortlisted applicants must provide originals of both a primary identity document (e.g. passport) and a 
secondary identity document (e.g. New Zealand driver licence) when interviewed. A list of acceptable 
primary and secondary documents is available in the last sections of the Children Regulations 2015. 

8. This application form and supporting documents will be held by the board. You may access these in 
accordance with the provisions of the Privacy Act 1993. If you have any queries, please contact the person 
cited in the advertisement.



 

Application for Principal Vacancy 

Natone Park Primary School 
 

Please return to: Miro Fuimaono at miro@natone.school.nz for the attention of Dr Brendon Te 
Tiwha Puketapu, Commissioner 

 
Your last name or family name  

Your first name  

Any other names you are/have been known by  

Your address  

Your contact phone numbers  

Your contact email  

 

Please tick the appropriate boxes below: 
 

Citizenship/residency status Yes No 

Are you a New Zealand citizen?   

If not, do you have NZ permanent resident status?   

Do you have a current work permit?   

 

 
Criminal activity Yes No 

Have you ever had a criminal conviction? 

(Convictions under the Clean Slate Act do not have to be disclosed – 

see above) 

  

Have you ever received police diversion for an offence?   

Have you ever been discharged without conviction for an offence?   

Have you been convicted of a driving offence which resulted in 
temporary or permanent loss of licence or imprisonment? 

  

Are you awaiting sentence/currently have charges pending?   

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

If you have answered yes to any of these questions, please attach details to this application. 

mailto:miro@natone.school.nz


 

 

Health and general suitability Yes No 

Have you had any injury or medical condition caused by gradual 
process, disease or infection such as occupational overuse syndrome, 
stress or repetitive strain injuries which the tasks of this job may 
Aggravate or contribute to? 

  

Is there anything else we should know to assess your suitability for 
appointment to this position and ability to do the job? 

  

If you have answered yes to any of these questions, please attach details to this application. 
 

 

 
For teaching/principal positions Yes No 

Do you hold a current Practising Certificate from the Education 
Council? 

  

Registration number:   

Please ensure you send a copy of this with your application   

 

 

Qualifications 

Please list your tertiary qualifications  

 

 

 

 

Please list any other qualifications relevant to this 
position. 

 

 

 

 

 

 

Employment history – please list your work experience for the past five years beginning with 
your most recent position. Please explain any gaps in employment. If you were self-employed, 
give details.  Insert extra rows if required. Attach additional sheets if necessary. 
Period worked Employer’s Name Position Reason for leaving 

    

    

    



 

 

Person Specifications – please provide up to three (3) evidential bullet points with a brief 
explanation, for each of the following: 

Person Specification As evidenced by 

A proven track record of 
outstanding curriculum 
leadership and pastoral 
care 

 

An innovative and 

experienced leader who 

can manage a team of 

people through effective 

and collaborative 

leadership practices. 

 

 

Create a learning and 
teaching environment 
where all students 
experience positive 
learning and success 

 

Successful experience 
with the promotion of 
student agency and 
whānau and caregiver 
agency 
 

  

Excellent communication 
and interpersonal skills 
that inspire and build 
strong relationships with 
students, staff, the Board, 
whānau, the wider 
community including local 
hapū and iwi 
 

 

Dedicated and highly 
organised with the skills 
and experience to 
prioritise tasks and work 
efficiently 
Knowledge and experience 

in managing staff including 

 



 

industrial, personnel and 

performance management 

Experience in 
administration including 
planning, budgeting, 
accounting, delegating, 
developing systems and 
computer literacy 
 

 

Self-aware and reflective 
with opportunities, risks, 
weaknesses and strengths 
 

 

Competent trained teacher 
with experience in senior 
positions and/or 
experience as a principal 
 

 



 

Applicant’s Referees 
 
Please provide the names of three people who are willing to act as referees for you. One of these should be your 
current or most recent employer. Please indicate which referee is your current/previous employer in the table 
below. If you have included written references from people other than those recorded below, please note that 
we may contact the writers of these references. 

 
Three Referees 

Name Relationship (e.g. Principal) Contact details (including 

mobile phone and email) 

   

   

   

 

 

Authority to approach other referees Please sign 

 

I authorise the Board or nominated representative to 
approach my referees, the Teacher Council, any other 
educational organisations or people other than the 
referees whose names I have supplied, to gather 
information related to my suitability for appointment 
to the principal position at Natone Park Primary 
School. 

 

 

I declare that the information I have supplied in this application is true and correct.  I confirm in terms of the 
Privacy Act 1993 that I have authorised access to referees. I know of no reason why I would not be suitable to 
work with children/young people. 

 

I understand that if I have supplied incorrect or misleading information, or have omitted any important 
information, I may be disqualified from appointment or, if appointed, may be liable to be dismissed. 

 

Signature:   Date:     
 

Note: A hard copy (signed) of this application form must be provided if you are shortlisted for interview. 

Declaration 


