
 
 

Ohau School Principal Job Description 2020 

 

Responsible to: Board of Trustees through the Board Chairperson 

 

Responsible for: 

 

The Principal is responsible for leading and managing the School to achieve its vision and mission in a manner 

consistent with: 

 

• The School Charter; 

• The Strategic Plan; 

• Board Policies;  

• All Statutory and Regulatory requirements; and 

• All delegated responsibilities. 

 

The Principal is a full member of the Board of Trustees in his/her own right sharing with other Trustees the 

collective responsibility for the governance of the School. At the same time the Principal fulfils positions as the 

main adviser to the Board and as professional leader of the School. 

 

The Principal’s management responsibilities involve six main areas. In each of these areas the Principal will 

implement Board approved policies and develop the supporting procedures to ensure that these policies are 

effectively implemented. 

 

Delegations 

 

The Board delegates to the Principal all the day-today-responsibilities for the management of the School. The 

Principal has the full authority of the Board, and in law, to manage the day-to-day administration of the School 

as he/she thinks fit, consistent with the Board’s general policy directions. 

 

Functional Relationships 

 

The Principal will maintain relationships, as required, with: 

 

Internal: Board of Trustees 

  All staff of the school 

  All students attending the school 

 

External: Ministry of Education 

  Education Review Office 

  Whanau 

  Other Educational Groups 

  The School Community 

  The Special Education Service 

  Unions 

  New Zealand School Trustees Association 

  Other agencies/organisations as may be required 



 

Key Responsibilities 

 

1. Governance Performance Indicators 

Chief Educational Adviser to the 
Board of Trustees. 
Meet statutory requirements for the 
management and control of the 
school. 
Fulfil the dual role of being a board 
member in his/her own right while 
also undertaking the role of chief 
executive of the School. 
Assist the Board with the 
development of the school charter, 
strategic plan and annual 
operational plans and budgets. 
Advise, and consult with, the Board 
on policy development. 
Advise the Board of factors 
influencing school performance and 
keeping the Board advised on any 
risk to the School. 

The Board is kept aware of developments within education and can 
act on these when required. 
Ensures that all legal and statutory requirements are met and 
confirmed by a regular programme of self-review within the School. 
Understands the different roles and can effectively contribute both 
as a Board member and the Chief Executive. 
Works with the Board to develop the Charter, Strategic Plan and 
annual business plans and budgets. 
Plans reflect identified needs and changing circumstances. 
Board policies are implemented within the School and monitored 
for effectiveness and the Board is advised of any changes required. 
Provides regular reports to the Board as required in the Reporting 
to the Board policy. 

2. Student Achievement Performance Indicators 

Support all students to achieve their 
potential. 
Provide a safe environment which is 
inclusive and culturally welcoming. 
Maximise learning opportunities for 
all students with a focus on priority 
learners. 
The interest and wellbeing of 
children is at the centre of what the 
school does. 
Consult with parents, caregivers and 
whanau to set the direction for 
educational achievement within the 
School. 

Puts the interest and wellbeing of students at the centre of 
everything that is done. 
Provides a curriculum which will engage, excite and motivate all 
students. 
Demonstrates continuing improvement in student achievement. 
Grows and develops the school’s journey in regards to Maori and 
Pasifika students. 
Interacts regularly with parents, caregivers, whanau and the school 
community on student progress and other school-related matters. 

3. Professional Leadership Performance Indicators 

Fulfil the role of Chief Executive to 
the Board as outlined in his/her 
performance agreement. 
Articulate the School’s vision and 
values. 
Translate the vision and values into 
clear expectation of excellence in 
both behaviours to others and 
commitment to learning.  
Demonstrate leadership through 
engaging with staff and sharing 
knowledge about effective teaching 
and learning in the context of the 
New Zealand Curriculum. 
Maintain a professional learning 
community within which staff 
members are provided with 
feedback and support on their 
professional practice. 

The aims and objectives of the School Charter are implemented.  
Acts as a role model and sets clear expectations for others. 
The curriculum is being delivered in accordance with school 
curriculum policies and New Zealand Curriculum requirements. 
The curriculum is adapted, as appropriate, to incorporate the needs 
of the students and to reflect the special character of the school. 
Diverse student needs are met through quality teaching and 
learning programmes. 
School assessment and reporting procedures are in place. 
Encourages vision and innovation in classroom practice and school 
organisation. 
Encourages and enables staff to pursue professional development 
opportunities. 
Encourages effective teaching based on current educational 
research and improved student learning results. 
Establishes and implements processes for regular school self-
review. 
Analyses and documents information and makes recommendations 
for continuous improvement within the school. 



Analyse and make effective, timely 
responses to school self-review, 
external audits and outcomes of 
student achievement. 
Understand and apply, where 
appropriate, effective management 
practices, both educational and non-
educational, into the school. 
Demonstrate a commitment to own 
ongoing learning and professional 
development. 

Implements best practice for both leadership and management. 
Effectively delegates responsibilities to staff. 
Actively seeks opportunities to improve own knowledge and skills. 
Maintains active membership of professional organisations. 

4. Personnel Management Performance Indicators 

Manage the recruitment of staff. 
Manage staff performance. 
Implement the School’s Personnel 
Policies. 
Ensure that performance 
agreements and appraisals are 
completed for all staff. 
Ensure the ongoing professional 
development of all staff. 
Manage staff disciplinary matters. 
Manage the Banking Staffing 
requirements of the School. 
Manage the School’s EEO plan. 
Ensure that all employee 
documentation is complete. 
Ensure that the Payroll Service 
Provider is provided with all the 
documentation required to ensure 
that all staff are paid correctly, and 
leave is correctly recorded. 
Health and Safety matters within are 
appropriately managed in terms of 
Board policy and H & S legislation. 

School staffing reflects identified priorities. 
Staff are encouraged and supported in meeting their professional 
development requirements. 
There is evidence of improved performance as a result of 
professional development. 
Staff performance agreements and appraisals are completed on 
time and to a high standard. 
Staff are presented with equal opportunities and treated equitably. 
Banking staffing is always managed to meet the School’s 
requirements . 
All employees are paid correctly and leave balances are correct. 
The School is a safe and healthy environment for students and staff. 
 
 
 
 
 
 
 
 
 
 
 

5. Relationship Management Performance Indicators 

Develop and maintain effective 
relationships with the Board, staff, 
students and the wider community. 
Develop a culture of honest 
communication and respect. 
Report regularly to the Board on 
management issues and on the 
attainment of Charter and Plan 
goals. 
Always liaise with the Board Chair 
and other Board members  over 
matters of mutual interest or 
concern. 
Brief staff on all aspects of the 
School’s governance and 
management to ensure that effective 
communications channels exist 
within the School. 
Develop a climate of trust between 
the School, the community it serves 
and local iwi. 
Manage conflict effectively and 
actively work to achieve solutions. 

Positive relationships are developed between the School and 
community. 
The School and community are kept well informed about the 
School. 
Concerns/complaints raised within the School or by the Community 
are followed-up promptly and in accordance with School policies 
and guidelines. 
Effective communication systems operate within the school for all 
staff. 
Staff are communicated with on a day-to-day basis and on long 
term issues as they affect the School’s operation. 
Parents/whanau are informed of issues of importance to the 
School. 
The School’s insurers are advised where there are any potential 
risks. 



6. Financial and Asset 
Management 

Performance Indicators 

Manage all aspects of the School 
organisation on a day-to-day basis. 
Effectively and efficiently use 
available financial resources and 
assets to support and improve 
student achievement. 
Manage the School budget and work 
within the available resources. 
Work with the Board to control, 
monitor and report of the use of 
finance and assets. 
Educational facilities, equipment and 
the School grounds are managed and 
maintained. 
ICT is used effectively, both as a 
management tool and for learning. 

Budget allocations reflect identified priorities. 
Special funding allocations (e.g. Special Education) are appropriately 
allocated and monitored. 
Financial management policies are in place in accordance with legal 
requirements and best practice. 
The Board is advised of any variances in budgets or other resources 
and why these have occurred. 
The Board is advised on the maintenance requirements of school 
buildings and facilities and in accordance with the property 
maintenance and asset replacement plan. 

 

 

 

Principal: ………………………………………………………………… 

 

 

 

Board of Trustees Chairperson: ………………………………………………………………. 

 


