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POSITION DESCRIPTION 
 
 

Title Principal 

St Anthony’s School 

Date September 2019 

Responsible to  Board of Trustees through the Board Chairperson 

Responsible for  Leadership and professional management of the school  

 Implementation of the school charter though school 

policies, procedures and programmes  

 Spiritual leadership and maintenance of the Catholic 

Special Character of the school through a liturgical and 

faith life and day to day interactions between the children 

and staff. 

Primary 

objectives 

Special Character: Maintain and strengthen the Catholic 

special character of the school 

Culture: Provide professional leadership that focuses the school 

culture on enhancing learning and teaching 

Pedagogy: Create a learning environment in which there is an 

expectation that all students will experience success in learning 

Systems: Develop and use management systems to support 

and enhance learning for students 

Partnerships and Networks: Strengthen communication and 

relationships to enhance learning for students 

Functional 

relationships  

 Students, their parents and caregivers  

 Staff  

 Board of Trustees  

 Holy Trinity parish priests and community  

 Wellington Catholic Schools Kāhui Ako 

 Catholic Schools Education Service, (Wellington 

Archdiocese) 

 Professional bodies and education agencies including 

Ministry of Education  

 Proprietor through the Vicar for Education  

 Neighbouring schools including the local Catholic primary 

and secondary schools, the out-of-school care provider 

and local early childhood centres 

Professional standards |Key responsibilities [See next page] 
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Catholic Special Character 
Maintain and enhance the Catholic Special Character of St Anthony’s School 

Manaakitanga: Leading with moral purpose; Pono: Having self-belief; Ako: Being a learner; Awhinatanga: Guiding and supporting 

PROFESSIONAL STANDARDS KEY RESPONSIBILITIES 

Promote a culture where 

the Catholic faith is 

nourished and where 

celebration in the Catholic 

faith is highly valued. 

 Have a clear understanding of the place of Catholic education in fulfilling the teaching Mission of the 

Church.  

 The principal shall recognise and accept the responsibility to maintain and preserve the Catholic Special 

Character of the school.  

 Seek ways to continuously reflect on and develop her/his own spirituality and Catholic leadership and 

ensure that opportunities are provided for staff to do the same.  

 Act as a role model of faith to students, staff and others within the school community.  

 Work with the Board of Trustees to ensure that the strategic direction, goals and policies of the school reflect 

the Catholic Special Character.   

 Work with the staff to develop and implement a school curriculum which is based on the values, teachings 

and beliefs of Jesus Christ and is taught from a Catholic perspective.  

 Support the Director of Religious Studies to lead the integrated teaching and learning of the Catholic Faith 

and tradition, in accordance with the National Religious Education Curriculum  

 Foster positive working relationships between the school, the Holy Trinity parish, parent and whanau 

community and the wider Catholic community based on the understanding of the dignity and rights of 

each individual.  

 Grow and maintain the school roll  
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Culture 
Provide professional leadership that focuses the school culture on enhancing learning and teaching 

Manaakitanga: Leading with moral purpose; Pono: Having self-belief; Ako: Being a learner; Awhinatanga: Guiding and supporting  

PROFESSIONAL STANDARDS KEY RESPONSIBILITIES 

In conjunction with the 

Board, develop and deliver 

a school vision and shared 

goals focused on 

enhanced engagement 

and achievement for all 

students 

 Develop and deliver the Charter/Strategic Plan in consultation with the community that reflects the needs 

and aspirations of the school 

 Actively promote and articulate the school’s vision, values and goals making clear links between these and 

everyday practices in the school 

 Demonstrate the ability to take a strategic longer-term view of planning and leadership of the school’s on-

going development 

 Ensure students are at the centre of all key decision making 

 Demonstrate the ability to drive a goal or an idea from inception to completion 

 Take time to understand and value the school and know what makes the school unique 

 Engage the students, staff, students and school community to realise the vision. 

Promote a culture where 

staff members take on 

appropriate leadership 

roles and work 

collaboratively to improve 

teaching and learning 

 Promote collegiality and a team approach to decisions that affect teaching and learning  

 Promote a strong partnership between students, staff and parents in achieving improved learning 

outcomes for students  

 Build leadership capacity and capability across the school with staff and students  

 Be open and willing to engage with new and different ideas in balance with the character of the school 

Model respect for others in 

interactions with adults and 

students 

 Promote and model the Code of Conduct  

 Act as a role model and set clear expectations for others  

 Ensure all staff model constructive relationships with students, with each other and with other adults  
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 Build an open to learning culture across the school  

 Be fair and professional with an ability to bring out the best in people 

Promote the bicultural 

nature of New Zealand by 

ensuring that it is evident in 

the school culture 

 Ensure the school culture and environment reflects our bi-cultural heritage  

 Build staff knowledge of cultural competencies and skills in applying these in the classroom to ensure that 

Maori students achieve education success as Maori  

 Promote and support specific Maori and Pasifika language/cultural opportunities within and outside the 

school with students, staff and parents  

Maintain a safe, healthy, 

learning-focused 

environment 

 Ensure a safe physical environment  

 Ensure the class environments are conducive to quality teaching and learning and reflect student voice  

 Maintain an awareness of staff workloads, challenges and stress 

Promote an inclusive 

environment in which the 

diversity and prior 

experiences of students are 

acknowledged and 

respected 

 Ensure that school, class cultures and environments are inclusive of all students  

 Promote and celebrate other cultural opportunities within and outside the school  

 Ensure that the resources of the school address the prioritised needs of students  

 Ensure that inclusiveness and diversity are explicitly reflected in the delivery of the curriculum  

 Proactively build positive, friendly and professional relationships with students  

 Provide opportunities for individual success and excellence 

Manage conflict and other 

challenging situations 

effectively and actively 

work to achieve solutions 

 Identify and address issues in a timely manner ensuring appropriate actions are promptly undertaken  

 Resolve conflicts using restorative, open to learning and coaching principles and practices  

 Maintain a ‘no surprises’ approach for the Board  

 Encourage the staff and the community to share concerns before they become big issues 

Demonstrate leadership 

through participating in 

professional learning 

 Actively seek and apply professional development programmes that support personal leadership growth 

and the strategic goals of the school 
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Pedagogy 
Create a thriving learning environment where all students will experience success in learning 

Manaakitanga: Leading with moral purpose; Pono: Having self-belief; Ako: Being a learner; Awhinatanga: Guiding and supporting  

Promote, participate in and 

support ongoing professional 

learning linked to progress of 

students 

 In conjunction with the Board of Trustees and staff, set and achieve students’ progress and 

achievement targets in relation to the school charter and other relevant objectives including those of 

the Wellington Catholic Schools Kāhui Ako.  

 Plan for, resource and deliver school Professional Learning and Development (PLD) based on student 

and staff needs in response to students’ progress and achievement data  

 Actively participate in school wide PLD to model and demonstrate commitment to ongoing personal 

and professional growth and development  

 Ensure that regular professionally focused learning team meetings are held.  

 Analyse and act upon school-wide evidence on student learning to maximise learning for all students. 

 Maintain a professional learning community within which staff members are supported and are able to 

reflect on their professional practice 

 Drive and deliver innovative learning practices within the school  

Demonstrate leadership through 

engaging with staff and sharing 

knowledge about effective 

teaching and learning in the 

context of the New Zealand 

curriculum documents 

 Lead teaching and learning, with a clear focus on successful outcomes for all students, through 

effective, up to date and evidence-based teaching and learning principles and pedagogy  

 Implement the school’s new Curriculum Plan 

Ensure staff members engage in 

professional learning to establish 

and sustain effective teacher 

learner relationships with all 

students 

 Model constructive and respectful relationships  

 Actively promote and support others to use the school’s approaches and protocols 
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Ensure that the review, 

evaluation and design of school 

programmes is informed by 

school-based and other 

evidence 

 Engage all staff in ongoing reflection, evaluation and review  

 Follow the self-review schedule and ensure systems are being implemented and followed and be 

responsive to needs as they arise  

 Action recommendations from reviews, internal or external and monitor the impact of subsequent 

developments  

 Review initiatives to ensure a positive impact on student learning 

Maintain a professional learning 

community within which staff 

members are provided with 

feedback and support on their 

professional practice 

 Ensure position descriptions are up to date and everyone has a clear understanding of their roles and 

responsibilities  

 Use the performance management systems to continually improve teaching and learning practices 

e.g. staff inquiry, feedback, coaching  

 Address staff performance issues in a timely and appropriate manner 

Provide effective primary school 

teaching and learning practices  

 Classroom teaching is required as part of this role 
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Systems 
Develop and use management systems to support and enhance learning 

Manaakitanga: Leading with moral purpose; Pono: Having self-belief; Ako: Being a learner; Awhinatanga: Guiding and supporting  

Demonstrates leadership that 

results in the effective day-to-

day operation of the school  

 Be a confident, engaging and committed leader with an authentic, honest and articulate 

communication style  

 Demonstrate professionalism at all times  

 Ensure quality day to day management systems are in place so that the school functions at a highly 

efficient and effective level  

 Develop and use management systems effectively to support governance and enhance student 

learning and achievement 

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

 Effectively manage personnel with a focus on maximising the effectiveness of all staff members  

 Lead a harmonious and inspiring teaching team through building professional relationships with staff 

based on trust and respect and effective collaboration to achieve the school’s annual and strategic 

objectives 

Operate within Board policy 

and in accordance with 

legislative requirements 

 Ensure current legislation is adhered to and deadlines are met  

 Understand and operate within Board policy and procedure 

Provide the Board with timely 

and accurate information and 

advice on student learning and 

school operation 

 Provide the Board with timely, accurate and relevant information and advice on school wide students’ 

learning progress and achievement 

 Keep the Board informed of school operations  

 Adopting a no-surprises reporting approach to the Board 

 Keep the Board informed of education trends and issues and changes in legislation 
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Effectively manage and 

administer finance, property 

and health and safety systems 

 Ensure highly effective management systems are in place for finance, property and for health and 

safety  

 Ensure school buildings and facilities meet health and safety regulations  

 Maintain a workable health and safety system in line with relevant legislation 

Effectively manage personnel 

with a focus on maximising the 

effectiveness of all staff  

 Implement performance management systems to ensure a highly effective, engaged and motivated 

staff 

Use school / external evidence 

to inform planning for future 

action, monitor progress and 

manage change 

 Proactively identify, monitor and inform Board and staff of future changes to legislation, educational 

systems and approaches, then instigate and coordinate required actions 
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Partnerships & Networks 
Strengthen communication and relationships to enhance student learning 

Manaakitanga: Leading with moral purpose; Pono: Having self-belief; Ako: Being a learner; Awhinatanga: Guiding and supporting  

Work with the Board to facilitate 

strategic decision- making 

 Proactively build positive, respectful, friendly and professional relationships with the Board and 

between the staff and the Board  

 Play a proactive role on the Board as the educational leader and expert  

 Support the Board to focus on future thinking and strategic planning  

Actively foster relationships with 

the school’s community 

 Proactively build positive, friendly and professional relationships with students and parents (both current 

and prospective), the Parish, Diocese, the local community and iwi  

Actively foster relationships with 

the wider education community 

 Actively foster professional relationships with, and between colleagues, and with government agencies 

and others with expertise in the wider education community  

 Passionately and confidently represent the school with other educators, schools and government 

agencies  

Interact regularly with parents 

and the school community on 

student progress and other 

school-related matters 

 Represent the school with passion and confidence with parents (both current and prospective) and in 

the local community  

 Keep the parent community well informed about student achievement and school related matters  

Actively foster relationships with 

other schools and pre-schools 

and participate in appropriate 

school networks 

 Represent the school with passion and confidence to schools and pre-schools in the local area 

including prospective parents 

 Participate in and support the Wellington Catholic Schools Kāhui Ako 

 Attend a variety of relevant principal and community networking opportunities and meetings  

 Proactively build positive, friendly and professional relationships with local primary and secondary 

schools, particularly local Catholic primary and secondary schools 
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Appraisal 

process 

An annual performance appraisal of the Principal will be 

undertaken by the Chairperson and/or an external consultant 

and will include a review of performance against:  

 The Professional Standards  

 The position description  

 The Performance Agreement goals for the year  

 Career Structure Criteria (see the Primary Principals’ Collective 

Agreement 2013- 2016, Clause 4.4) - if applicable Annual 

reports on the performance of the Principal will be made to 

the Board of Trustees.  

 

Performance Agreement goals will be set annually based on:  

o The School Charter  

o Strategic and Annual Goals  

o Annual targets for student achievement  

o The Principal’s previous performance review structure 
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Principal 

 

Board Chairperson 

 

Date: 
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